SCHEDULE 1
ADM NI STRATI VE RECORDS
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ACKNOWNLEDGVENT FI LES (ltem 1-1)
Acknow edgnment records, transmittal of inquiries, and requests
t hat have been referred el sewhere for reply.

RETENTI ON
Record copy: Retain for 3 nonths after acknow edgnent
and/or referral and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1995)
(Approved 07/90)
ACTI VI TY REPORTS (1tem 1-48)

Reports docunenting work productivity of enployees or an office.
I ncl udes weekly activity or production reports, nonthly activity
reports, etc.

RETENTI ON
Retain by agency for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ADM NI STRATI VE HEARI NG TRANSCRI PTS (ltem 1-2)
Transcri pts of hearings conducted as part of the regulatory
process and hearings on proposed rul es and changes; they may be
mai ntained with related informati on including neeting noti ces,
proofs of publications, neeting mnutes, and the concl usi ons
reached. My include audio and video recordings if mnutes are
not taken.

RETENTI ON
Record copy: Permanent. Retain by agency for 5 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 5 years and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
ADM NI STRATI VE POLI CY AND PROGRAM RECORDS (Item 1-24)

Records created by agency adm nistration to docunent the
research, creation and application of agency prograns, policies
and procedures. May include correspondence, policy and program
case files, and executive files docunenting | eadership roles and
deci si on nmaki ng processes.

RETENTI ON
Record copy: Permanent. Retain by agency for 3 years
and then transfer to Archives with
authority to weed.
Duplicate copies: Retain by agency until administrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/04)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ADM NI STRATI VE REFERENCE/ READI NG FI LES (lItem 1-3)
Record of all menoranda and correspondence generated by anot her
agency for general reference by all agency enpl oyees.

RETENTI ON
Record copy: Retain for 1 year or until admnistrative
need ends, whichever is first, and then
destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

ADM NI STRATI VE RULE RECORDS (ltem 1-42)
Al so known as the adm nistrative record. Information an agency
relies upon when making a rule under UCA 63-45a-1 et seq. (1996),
i ncl udi ng copi es of the proposed rule, change in the proposed
rule, and the rule analysis; the public conment received and
recorded by the agency during the public comrent period; the
agency's response to the public comment; the agency's anal ysis of
t he public comrent; and the agency's report of its
deci si on- maki ng process. Also may include records and ot her
informati on used by agencies to support rul emaki ng deci si ons.
Agencies are required to file the adm nistrative record al ong
with their responsive pleadings wth the court when the rule is
chal | enged.

RETENTI ON
Record copy: Retain by Agency for 5 years after
effective date and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

AGENCY WRI TTEN HI STORI ES (Item 1-4)
Records whi ch docunent an agency's written history. Includes
scrapbooks, photographs, articles, programnotes and information
about events and prograns sponsored or funded by an agency. My
al so include narrative audi o and audi ovi sual agency hi stori es.

RETENTI ON
Record copy: Per manent. Retain by agency for 10 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

AVERI CANS W TH DI SABI LI TI ES ACT REQUESTS FOR ACCOMMODATI ONS (Item 1-49)
Requests received fromthe public for disability accomodati ons
for state sponsored events. Information includes the requests for
accomobdati ons and the agency's response including accommobdati ons
made and ot her rel ated docunentation. For accommopdati on requests
received from enpl oyees refer to Human Resource Section, ADA
requests for accommobdati ons-enpl oyees.

RETENTI ON
Retain by agency for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63- 2- 302( 1) (b) (2000) .

(Approved 10/01)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ATTORNEYS GENERAL OPI NI ONS (Item 1-5)
Legal interpretations witten at the request of an agency asking
for guidance in enforcing, obeying, and/or interpretation of the
I aw.

RETENTI ON
Record copy: Permanent. Retain by the Ofice of the
Attorney Ceneral for 5 years and then
transfer to State Archives with authority
to weed.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

COW TTEE AND CONFERENCE FI LES (Item 1-6)
Records created by a commttee or conference, including advisory
committees, relating to executive establishnent, organization,
menber shi p, and policy. Includes agenda, neeting m nutes, final
reports, and related records docunenting the acconplishnents of
of ficial boards and commttees. My include audi o and vi deo
recordings if mnutes are not taken.

RETENTI ON
Record copy: Per manent. Retain by agency for 3 years
and then transfer to State Archives.
Duplicate copies: Retain by agency for 5 years and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

CONFERENCE FI LES (Item 1-50)
Records created by an agency sponsoring a conference, workshop,
or semnar. May al so include records maintai ned by an agency
representing the State at a conference. Information may include
copi es of conference agenda, reports, advertising information for
t he conference, speeches, and related nmaterial.

RETENTI ON
Per manent. Retain by agency. May be transferred to State
Archives with authority to weed. Retain by agency. My be
transferred to State Archives with authority to weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)

DAI LY ACTIVITY SCHEDULES (ltem 1-7)
Records regarding State enpl oyees who are not executives or
exenpt status containing substantive information relating to
official activities, the substance of which has not been
incorporated into official files. Includes cal endars, appointnent
books, schedules, |logs, diaries, and other records docunenting
neeti ngs, appointnments, tel ephone calls, trips, visits, and other
activities of enployees. See al so Executive Cal endars or Routine
Activity Cal endars.

RETENTI ON
Permanent. Retain by agency. May be transferred to State

Archives with authority to weed. Retain by agency. My be
transferred to State Archives with authority to weed.

(Approved 12/92)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ELECTRONI C PUBLI CATI ONS (Item 1-44)
El ectronic versions of printed publications if unique data are
i ncluded, as well as information and docunents published via the

Internet or State Bulletin Board System

RETENTI ON
Record copy: Per manent. Retain by agency until
publication and as substantial updates
are made and then transfer to State
Archives with authority to weed.
Duplicate copies: Retain until updated and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 04/ 96)

ELECTRONI C PUBLI CATI ONS WORKI NG FI LES (1tem 1-45)
Drafts of electronic publications published via Internet or State

Bul l etin Board System which may include design concepts, artwork
or photos, working docunents of HTM. text, and technical
reference information.

RETENTI ON

Record copy: Retain for 1 year after publication or
pl acing the material online and then
destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 04/96)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

EXECUTI VE CALENDARS (ltem 1-8)
Records contai ni ng substantive information relating to the
official activities of high-level officials which are not
i ncorporated into nmenoranda, reports, correspondence, or other
records included in the official files. Includes cal endars,
appoi nt mrent books, schedul es, |ogs, diaries, and other records
docunenting neetings, appointnents, telephone calls, trips,
visits, and other activities of the enployees. See Daily Activity
Schedul es.

RETENTI ON
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

(Approved 12/92)

FI NDI NG Al DS (ltem 1-11)
I ndi ces, lists, catal ogues, registers, and other finding aids
necessary for the efficient use of other records.

RETENTI ON
Record copy: Retain until records to which they
pertain are destroyed or destroy when no
| onger needed for reference.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

FORMS DEVELOPMENT FI LES (ltem 1-12)

Wor ki ng papers, background materials, requisitions,

speci fications, processing data, and control records which
provi de docunentation to the creation and establishnment of a
form

RETENTI ON
Record copy: Retain until formis discontinued,
super seded, or cancel ed and then destroy.
Duplicate copies: Retain until formis discontinued and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)

FORMS FI LES

(I'tem 1-13)
A cl ean copy of each formcreated by an agency with rel ated
i nstructions and docunentati on show ng i nception, scope, and
pur pose of the form

RETENTI ON
Record copy: Retain for 1 nonth after formis
di sconti nued, superseded or cancelled and
t hen destroy.
Duplicate copies: Retain until formis discontinued and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

GOVERNMVENT RECORDS ACCESS AND MANAGEMENT ACT ( GRAMR) ACCESS (I'tem 1- 36)

REQUESTS

Files created in response to requests fromindividuals seeking
access to governnent records, as provided under

UCA 63-2-204 (1996). Files contain the request, copies of Records
O ficer response granting or denying access to records requested,
and all related supporting docunents. These files may al so
contai n agency responses to requests for nonexistent records, to
requesters who provide inadequate descriptions, and requests

whi ch should be directed to another agency.

RETENTI ON
Record copy: Retain by agency for 2 years after fina
agency action and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
GOVERNMENT RECORDS ACCESS AND MANAGEMENT ACT (GRAMA) APPEAL CASE (Item 1-34)

FI LES

Case files that contain information on Governnment Records Access
and Managenent Act (GRAMA) access appeals to the designated
Records O ficer, Chief Admnistrative Oficer, State Records
Commttee, and the District court. They contain correspondence,
copi es of requests, research notes, court docunents, and any

ot her docunentation concerning the appeal process.

RETENTI ON
Record copy: Retain by agency for 10 years and then

destroy.
Duplicate copies: Retain until admnistrative need ends and

t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

GOVERNVENT RECORDS ACCESS AND MANAGEMENT ACT REQUESTS TO AMEND (Item 1-35)
RECORDS FI LES
Files relating to requests to anend records containing
informati on on individuals as provided by UCA 63-2-603 (1996).
I ncl udes the individual's request to amend and/ or review, agency
approval or denial of the request, statenments of disagreenent,
agency justification for refusal to anend a record, subsequent
appeal s of the agency's decision, and related materi al s.

RETENTI ON

Record copy: Retain by agency for 4 years after
agreenent to anend, provided the
requester's statenment if filed with the
di sputed record in the event the request
i s denied. and then destroy.

Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
| NCOM NG DOCUMENT LOG (Item 1-15)

Records which provide detailed information on i ncom ng docunents
that require distribution or action.

RETENTI ON
Record copy: Retain by agency for 1 year and then
destroy.
Duplicate copies: Retain by agency for 6 nonths and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

| NTERNAL COWM TTEE AND CONFERENCE FI LES (Item 1-17)
Records relating to executive establishnment, organization,
menber ship, and conmittee policy to handl e problens or issues
w thin an agency.

RETENTI ON
Record copy: Retain for 2 years after term nation of
committee and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

MAI LI NG LI STS (Item 1-46)
Li sts of individuals, conpanies, or other entities with which the
agency corresponds. Information includes street addresses,
el ectronic mail addresses, and phone and FAX nunbers.

RETENTI ON
Retai n by agency until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

MANAGEMENT | MPROVEMENT REPORTS (Item 1-18)
Reports on analysis and inplenentation of prograns and operation
of those prograns.

RETENTI ON
Per manent. Retain by agency. May be transferred to the
State Archives with authority to weed. Retain by agency. My
be transferred to the State Archives with authority to
weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

MEETI NG M NUTE TAPE RECCORDI NGS (Item 1-41)
Audi 0 and vi deo recordi ngs which docunent what transpired at
commttee and board neetings, conferences, and admi nistrative
hearings. If mnutes of these neetings are summari zed, the
recordi ngs are pernmanent under Schedule 1 Itenms 2 and 6.

RETENTI ON

Record copy: Retain by agency for 1 year after
approval of official mnutes or
transcript and then destroy provided no
l[itigation is pending or anticipated. and
t hen destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1995).

(Approved 10/01)

M NUTES (Item 1-51)
M nut es of open and cl osed comrittee and board neetings as
requi red by UCA 52-4-7.5(2000) et seq. May include agenda,
nmeeting mnutes, transcripts, and other supporting docunentation.

RETENTI ON
Per manent. Retain by agency. May be transferred to the
State Archives with authority to weed. Retain by agency. My
be transferred to the State Archives with authority to
weed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63- 2- 304( 32) (2000); UCA
52-4-7.5(2)(b) (i) (2000)

(Approved 10/01)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

NON- SUBSTANTI VE CORRESPONDENCE (Item 1-47)
Busi ness-rel at ed nessages that are transitory in nature and do
not offer unique information about agency functions or prograns.
These records include acknow edgnent files and nost day-to-day
of fi ce and housekeepi ng correspondence. These records nmay

originate on paper, electronic mail, or other nedia.
RETENTI ON
Record copy: Retai n by agency until adm nistrative

need ends and then destroy.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304

(32) (2000): UCA
52-4-7.5(2) (b) (i)

(2000)

(Approved 05/01)

ORGANI ZATI ONAL FI LES (Item 1-19)
Records detailing an organi zation, which could include charts and

reorgani zation studies. Al so adm nistrative maps that show

regi onal boundaries and headquarters of decentralized agencies or
t hat show t he geographic extent or limts of an agency's prograns
and projects.

RETENTI ON
Record copy: Per manent. Retain by agency for 3 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency until superseded and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

ORGANI ZATI ONAL FUNCTI ON STATEMENTS (I'tem 1-20)
Formal |y prepared descriptions of the responsibility assigned to
t he seni or executive officers of an agency at the division |evel
and above. If the functional statenents are printed in the Utah
State Administrative Code, they are not required to be preserved
or retained as a separate series.

RETENTI ON
Record copy: Per manent. Retain by agency for 3 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency until superseded and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

PENDI NG FI LES (Item 1-21)
Papers arranged in chronol ogi cal order as a reninder that action
is required on a given date or that a reply to action is expected
and, if not received, should be traced on a given date.

RETENTI ON
Record copy: Retain until incorporated into officia
file when reply is received or action
taken and retain in conjunction with that
record series.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PERFORMANCE AUDI T (Item 1-22)
These are reports witten and prepared as a result of a
performance audit on state agencies. They contain summary
docunent ati on on agency prograns, operations and productivity.

RETENTI ON
Record copy: Permanent. Retain by agency for 3 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 3 years and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

PERSONAL NON- RECORD CORRESPONDENCE (Item 1-31)
Messages identified under UCA 63-2-103(18)(b), primarily
regardi ng personal non-business-related notes, do not require a
formal retention schedule. The recomrended practice for nanagi ng
this information is included as a guideline. These itens may
originate on paper, electronic mail, or other nedia.

RETENTI ON
Retain until sent or received and then destroy.

(Approved 01/01)

POLI Cl ES AND PROCEDURES MANUALS (Item 1-23)
Pol i cies and procedures that govern the operation and
adm ni stration of various prograns within the organization.

RETENTI ON
Record copy: Per manent. Retain by agency until
superseded and then transfer to State
Archives with authority to weed.
Duplicate copies: Retain by agency until superseded and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

POLI CY AND PROGRAM CORRESPONDENCE (Item 1-9)
Busi ness-rel at ed nessages whi ch provi de uni que information about
agency functions, policies, procedures, or prograns. These
records docunent the deliberations and deci sions nmade regarding
all agency interests, and may origi nate on paper, electronic

mai |, or other nedia.
RETENTI ON
Record copy: Per manent. Retain by agency until

adm ni strative need ends and then
transfer to State Archives with authority
to weed.

Duplicate copies: Retain by agency until administrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/01)

PROPOSED LEG SLATI ON RECORDS (Item 1-40)
Records created by governnental agencies for the purpose of
proposi ng | egislation. They contain correspondence, nenoranda,
research informati on on proposed | egislation, fiscal notes,
summaries, estimted cost reports, inpact statenents, and ot her
i nformati on docunenting the proposed | egislation.

RETENTI ON
Record copy: Permanent. Retain by agency for 5 years
and then transfer to the State Archives
with authority to weed.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (19) (1996)

(Approved 12/92)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

PUBLI CATI ONS (1tem 1-25)
Docunents created by the agency, including panphlets, reports,
| eaflets, file manuals, annual reports, other published or
processed docunents, and the | ast manuscript report, if not
publ i shed, relating to managenent projects. Electronic versions
of publications nmay be considered a duplicate if identical. If
uni que, see Schedule 1 Item 44.

RETENTI ON
Record copy: Permanent. Creating agency shall transfer
one copy to State Archives when
publ i shed.

Duplicate copies: Retain by agency until administrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

RECORDS TRANSFER AND DI SPOSI TI ON FI LES (Item 1-38)
Records whi ch docunent the destruction of a governnental agency's
records, such as destruction letters or destruction |ogs. My
al so contain docunentation of records nmintai ned and destroyed by
the State Archives.

RETENTI ON
Record copy: Retain by agency for 10 years after
destruction of the material.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

RECORDS TRANSFER SHEETS ( RTS) (Item 1-26)
Descriptive listings of agency records transferred to the State
Records Center. Information includes record series nunber, agency
name and address, Records Oficer's nane and signature, Chief
Admi nistrative Oficer's name, record series title and inclusive
dates, classification information, accession nunber, agency box
nunber, description of box contents, and records center box
| ocati on.

RETENTI ON
Record copy: Retain by agency for 5 years after
records are destroyed and then destroy.
Duplicate copies: Retain by agency for 1 year and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
RECORDS MANAGEMENT FI LES (Item 1-37)

Records used in creating and establishing records nmanagenent
prograns. They may contain records inventories, correspondence,
cl assification designations, records control, equipnent, filing
procedures/ manual s, training information, and other docunents
created by the State Archives and other agencies to facilitate
records managenent practices. May al so contain information on
records managenent equi pnment and/ or conputer software.

RETENTI ON
Record copy: Retai n by agency until updated or
superseded and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

SUBSTANTI VE CORRESPONDENCE (lItem 1-16)
Busi ness-rel at ed nmessages that docunent work acconpli shed,
transacti ons nmade, or actions taken. These records do not offer
uni que information about agency functions, prograns, or policies,
t hough they may cite them These records nay origi nate on paper,

el ectronic mail, or other nedia.
RETENTI ON
Record copy: Retain by agency until adm nistrative

need ends or 3 years, whichever is
shorter. and then destroy.

Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 05/01)

TECHNI CAL REFERENCE FI LES (Item 1-29)
These are docunents retained strictly for reference and
i nformati onal purposes which are not part of any other official
files. They include copies of reports, studies, special
conpi |l ati ons of data, draw ngs, periodicals, books, clippings,
extra (non-record) copies of policy and procedure files,
brochures, catal ogs, vendor price lists, and publications
prepared internally and externally.

RETENTI ON
Record copy: Retain by agency until adm nistrative
need ends and then destroy.
Duplicate copies: Retain by agency until administrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

TECHNOLOGY FEASI BI LI TY STUDI ES (I'tem 1-10)
St udi es conducted before the installation of any technol ogy or
equi pnent. I ncludes studies and systens anal yses for the initial
establ i shnment and maj or changes of these systens.

RETENTI ON
Record copy: Permanent. Retain by agency 2 years then
transfer to State Archives with authority
to weed.
Duplicate copies: Retain by agency for 2 years and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (21) (1992).
(Approved 10/01)
TRANSI TORY FI LES (I'tem 1-30)

Papers of short-terminterest which have no docunentary or
evidential value. Includes transmttal correspondence, copies of
replies which require no adm nistrative action, no policy

deci sion, and no special conpilation or research for reply; and
guasi -official notices such as for holidays, charity, and fund
appeal s, bond canpai gns, and other simlar papers. My include

electronic mail if it contains the above.
RETENTI ON
Record copy: Retain by agency for 3 nonths or unti
adm ni strati ve need ends and then
destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

VI SI TOR REG STRATI ON RECORDS (Item 1-52)
Records used to establish visitation to agencies, usage of
materials, and other information about the public's contact with
government. Information may include nanes, hone city and state,
nunber in party, and purpose of visit.

RETENTI ON
Retain by AGENCY for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 01/02)

WORD PROCESSI NG FI LES (Item 1-32)
Docunents such as letters, nessages, nenoranda, reports,
handbooks, directives, and manual s recorded on el ectronic nedia
such as hard disks or floppy diskettes and used to produce a hard
copy which is then maintained in organized files.

RETENTI ON
Record copy: Retain by agency until hard copy is filed
and adm nistrative need ends and then
del et e.

Duplicate copies: Retain until admnistrative need ends and
t hen del ete.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 1
ADM NI STRATI VE RECORDS

WORKI NG PAPERS (1tem 1-33)
Papers whi ch have a short-termuse and conprise the background
records, such as prelimnary studies, drafts, analyses, notes,
interimreports regarding a particular case file, and financi al
performance audits.

RETENTI ON
Record copy: Retain by agency until adm nistrative
need ends and then destroy.
Duplicate copies: Retain for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 2
BUDCETI NG RECORDS

Utah State General Records Retention Schedul e 2003 23



SCHEDULE 2
BUDGETI NG RECORDS

ANNUAL BUDCET REPORTS (Item 2-2)
Agency reports at the end of the fiscal year on the status of
appropriation accounts and apportionnent.

RETENTI ON
Record copy: Permanent. Retain by agency for 7 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 5 years and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

BLOCK GRANT MONTHLY REPORTS (Item 2-3)
Monthly reports on grants received by State agencies fromthe
Federal Governnent, which may contain applications, notice of
award, programreports, and correspondence.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 2
BUDGETI NG RECORDS

BLOCK GRANT YEARLY REPORTS (Item 2-4)
Annual reports on grants received by State agencies fromthe
Federal Governnent, which may contain applications, notice of
award, programreports, and correspondence.

RETENTI ON
Record copy: Permanent. Retain by agency for 5 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 5 years and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
BUDGET APPORTI ONMENT FI LES (Item 2-5)

Apportionnment and reapportionnment schedul es, proposing nonthly
obl i gati ons under each authorized appropriation.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: UCA 63-2-302 (1)(e) (1992)

(Approved 10/ 01)
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SCHEDULE 2
BUDGETI NG RECORDS

BUDGET BACKGROUND RECORDS (Item 2-6)
Records used to assist in the preparation of the division budget
and to justify budget requests presented to the departnent
director. They also contain work prograns, etc.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGCESTED PRI MARY CLASSI FI CATI ON
Publ i c.
SUGCESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992)
(Approved 07/90)
BUDGET ESTI MATES AND JUSTI FI CATI ON FI LES (ltem 2-7)

Copi es of budget estimates and justification prepared or
consolidated in formally organi zed budget offices. Included are
appropriation | anguage sheets, narrative statenents,

wor kl oad/ expansi on pl ans and rel ated schedul es and dat a.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992).

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992)

(Approved 10/01)
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SCHEDULE 2
BUDGETI NG RECORDS

BUDGET POLI CY FI LES (Item 2-8)
Correspondence or subject files of formally organi zed budget
of fi ces docunenting agency policy and procedures governi ng budget
adm ni stration, and reflecting policy decisions affecting
expendi tures for agency prograns.

RETENTI ON
Record copy: Per manent. Retain by agency for 7 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 5 years and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
CGRANT CASE FI LES (ltem 2-9)

Accepted proposals and applications, contracts, project reports,
studies, certificates, agreenents, nenoranda, correspondence, and
other records relating to receipt, review, award, evaluation,
status and nonitoring of grants; allocation of funds and project
budgets. Specific grant case files nmay have additional retention
requi renents, please contact the State Archives to schedule a
specific retention.

RETENTI ON
Record copy: Retain by agency for 3 years after grant
has expired and then destroy.
Duplicate copies: Retain for 1 year after grant has expired
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 2
BUDGETI NG RECORDS

GRANT CONTROL FI LES (1tem 2-10)
| ndi ces, registers, logs, or other records relating to control of

assigning nunbers or identifying projects, applications, and
grants.

RETENTI ON
Record copy: Retain by agency until superseded or

obsol ete and then destroy.
Duplicate copies: Retain until superseded or obsol ete and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
PERI ODI C BUDGET REPORTS (I'tem 2-11)

Monthly or routine reports on the status of agency appropriation
accounts and apportionment, excluding Annual Budget Reports.

RETENTI ON

Record copy: Retain by agency for 3 years after the
close of the fiscal year and then
destroy.

Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 2
BUDGETI NG RECORDS

UNSUCCESSFUL GRANT APPLI CATI ON FI LES (Item 2-12)
Rej ected or withdrawn grant applications, nenoranda,

correspondence,

and other records relating to the decision to

reject the grant proposal.

RETENTI ON

Record copy: Retain for 3 years after rejection or

wi t hdrawal and then destroy.

Duplicate copies: Retain until admnistrative need ends and

t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)
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SCHEDULE 3
CARTOGRAPHI C RECORDS
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SCHEDULE 3
CARTOGRAPHI C RECORDS

CARTOGRAPHI C RECORDS (ltem 3-1)
Cartographic records include maps (printed, automated, and
m crofil med, aerial photography, globes, nodels, raised relief
maps, and enote sensing i magery. These records have a speci al
pl ace in preserving the history of Uah and shoul d be schedul ed
as part of an agency-specific schedul e.

RETENTI ON
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

(Approved 07/90)
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SCHEDULE 4
COMVUNI CATI ONS RECORDS
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SCHEDULE 4
COVMUNI CATI ONS RECORDS

MAI L CONTROL RECORDS (ltem 4-1)
Records of receipt and routing of incom ng and outgoing mail and
itens handl ed by private delivery conpanies such as United Parce
Service, including statistical reports of postage used on
outgoing mail and fees paid for private deliveries (special
delivery, foreign, registered, certified, and parcel post).

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 6 nonths and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
STATE MAI L AND DELI VERY SERVI CE RECEI PTS (Item 4-3)

Records of receipts for nmail and packages received through the
state mail system

RETENTI ON
Record copy: Retain by agency for 1 year and then
destroy.
Duplicate copies: Retain by agency for 6 nonths and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 4
COVMUNI CATI ONS RECORDS

TELECOVMUNI CATI ONS REFERENCE VOUCHER AND BI LLI NG RECORDS (Item 4-4)
Ref erence copi es of vouchers, bills, and invoices, relating to
the installation, change, renoval, and servicing of equipnent.

RETENTI ON
Record copy: Retain by Information Technol ogy Services

for 5 years and then destroy.
Duplicate copies: Retain by agency for 3 years and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
TELECOVMUNI CATI ONS SERVI CE AGREEMENTS (lItem 4-5)

Copi es of agreenents w th background data and other records
relating to agreenents for tel ecommunications services.

RETENTI ON
Record copy: Retain by Information Technol ogy Services

for 4 years after expiration or
cancel l ati on of agreenent and then
destroy.

Duplicate copies: Retain by agency for 2 years after
expiration or cancellation of agreenent

and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 4
COVMUNI CATI ONS RECORDS

TELECOVMUNI CATI ONS SERVI CE RECORDS (Item 4-6)
Tel ecommuni cati ons general files including plans, reports, and
ot her records pertaining to equi pnment requests, telephone
service, and other simlar services.

RETENTI ON
Record copy: Retain by Information Technol ogy Services
for 5 years and then destroy.
Duplicate copies: Retain by agency for 3 years and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
TELECOVMUNI CATI ONS STATI STI CAL REPORTS (ltem 4-7)

Statistical information gathered froma tel econmuni cati on program
to docunment cost and volume. Information includes repair orders,

billings, new equi prent purchases, and accounting information.
RETENTI ON
Record copy: Retain for 5 years and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
TELEPHONE MESSAGE REQ STERS (Item 4-8)

Message registers, logs, performance reports, daily | oad reports,
and related or simlar records.

RETENTI ON
Record copy: Retain for 6 nonths and then destroy.
Duplicate copies: Retain for 2 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 4
COVMUNI CATI ONS RECORDS

TELEPHONE MESSAGES (Item 4-9)
| ncom ng and out goi ng tel ephone nessages.
RETENTI ON
Record copy: Retain for 2 nonths and then destroy.

Duplicate copies: Retain for 1 nonth and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 5
DATA PROCESSI NG RECORDS
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SCHEDULE 5
DATA PROCESSI NG RECORDS

ACTI VITY MONI TORI NG RECORDS (ltem 5-1)
Records which nonitor the activities of a data processing system
I nformation includes consol e | ogs, physical, and on-line access.

RETENTI ON
Record copy: Retain by agency until admnistrative
need ends and then destroy.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)

BATCH DATA ENTRY CONTROL FORMS (Item 5-2)
Information on all batch or data entry records received by the
mai nf rame.

RETENTI ON
Record copy: Retain by Information Technol ogy Services

or the appropriate agency for 3 years and
t hen destroy.

Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 5
DATA PROCESSI NG RECORDS

COVPUTER HARDWARE MAI NTENANCE RECORDS (Item 5-3)
Records docunenting the service, repair, and inspection of
conput er hardware (nmai nfranmes, mni and mcro conputers), which
al so include service/ mai nt enance agreenents.

RETENTI ON
Record copy: Retain by Information Technol ogy Services
or the appropriate agency for 1 year
after disposal of equi pnent and then
destroy.
Duplicate copies: Retain until the equipnment is sold or
di sposed of and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

COVWUTER JOB SCHEDULES AND REPORTS (Item 5-4)
Schedul es or simlar records show ng conputer jobs to be run, and
ot her reports by conputer operators or programers of work
per f or med.

RETENTI ON
Record copy: Retain until adm nistrative need ends and

t hen destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 5
DATA PROCESSI NG RECORDS

COVPUTER UTI LI ZATI ON AND BI LLI NG REPORTS (I'tem 5-6)
Records showi ng conputer use by each agency and any charges for
space or tinme.

RETENTI ON
Record copy: Retain by Information Technol ogy Services
for 5 years and then destroy.
Duplicate copies: Retain by agency for 3 years and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
COVPUTER- PRODUCED OUTPUT (Item 5-5)

Machi ne- produced reports show ng transactions that were accepted,
rej ected, suspended, or processed.

RETENTI ON
Record copy: Retai n by agency for 2 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 5
DATA PROCESSI NG RECORDS

DATA PROCESSI NG PLANNI NG RECORDS (ltem 5-7)
Records created and used in the devel opnent, redesign, or
nodi fi cation of an automated system or application, including
proj ect managenment records, status reports, system or subsystem
speci fications, user requirenments and specifications, and
menor anda and correspondence. May al so i nclude studies, analyses,
and short-range pl ans.

RETENTI ON
Record copy: Permanent. Retain by the Governor's
O fice of Planning and Budget for 10
years.
Duplicate copies: Retain by agency for 3 years and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
DATA DOCUMENTATI ON FOR NON- PERVANENT DATABASES (Item 5-15)

Records generally created during devel opnment or nodification of
an autonmated system which are necessary to access, retrieve,
mani pul ate and interpret data in that system including data

el ement dictionary, file |ayout, code book or table, and other
records that explain the neaning, purpose, structure, |ogical
rel ationships, and origin of the data elenments. This
docunentation only includes that of databases whose information
is not considered permanent or otherw se significant.

RETENTI ON
Record copy: Retain until superseded or del etion of
t he dat abase and then destroy.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 5
DATA PROCESSI NG RECORDS

DATA DOCUMENTATI ON FOR PERMANENT DATABASES (I'tem 5-13)
Records generally created during devel opnment or nodification of
an aut omat ed system which are necessary to access, retrieve,
mani pul ate and interpret data in that system including data
el enent dictionary, file |ayout, code book or table, and other
records that explain the neaning, purpose, structure, |ogical
relationships, and origin of the data elenents. This
docunentation only includes that of data bases whose information
is considered permanent or otherw se significant.

RETENTI ON
Record copy: Per manent. Retain by agency 3 years after
di sconti nuance of system or application,
and transfer to State Archives with
authority to weed. and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

PROGRAM SOURCE CODE (ltem 5-11)
Aut omat ed program code whi ch generates the machi ne-1anguage
instructions used to operate an autonmated i nformation system

RETENTI ON
Record copy: Retain by agency for 3 years after the
programis discontinued and then destroy.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 5
DATA PROCESSI NG RECORDS

PROGRAM TECHNI CAL DOCUMENTATI ON (Item 5-12)
Paper copy of program code, flowcharts, maintenance | og, system
change notices, and other records that docunent nodifications to
conputer progranms. These records are naintained for reference, as
backup, to insure adequacy of change docunentation, or to rectify
errors in programinplenentation after related prograns are
replaced, nodified, or cease to be used.

RETENTI ON
Record copy: Retain for 1 year after rel ated prograns
cease to be used and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

SYSTEM DOCUMENTATI ON FOR PERMANENT DATABASES (Item 5-8)
User and operational documnentation describing how an application
system operates froma functional user and data processing point
of view, including records docunenting data entry, mani pul ati on,
output and retrieval, records necessary for using the system
i ncl udi ng user guides, system or sub-system definitions, system
fl omcharts, program descriptions and docunentation, job control
or work flow records, system specifications, and input and out put
specifications. This docunentation only includes that of
dat abases whose information is considered permanent or otherw se
significant.

RETENTI ON
Record copy: Per manent. Retain by agency 5 years.
Duplicate copies: Retain until programis discontinued and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 5
DATA PROCESSI NG RECORDS

SYSTEM DOCUMENTATI ON FOR NON- PERVANENT DATABASES (Item 5-14)
User and operational documrentation describing how an application
system operates froma functional user and data processing point
of view, including records docunenting data entry, mani pul ati on,
output and retrieval, records necessary for using the system
i ncl udi ng user gui des, system or sub-system definitions, system
fl omcharts, program descriptions and docunentation, job control
or work flow records, system specifications, and input and out put
specifications. This docunentation only includes that of
dat abases whose information is not considered pernmanent or
ot herwi se significant.

RETENTI ON
Record copy: Retain until superseded or until deletion
of dat abase and then destroy.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 6
FACI LI TY MANAGEMENT RECORDS
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SCHEDULE 6
FACI LI TY MANAGEMENT RECORDS

AVERI CANS W TH DI SABI LI TI ES ACT (ADA) FILES (ltem 6-12)
Records that indicate conpliance to Anericans with Disabilities
Act (ADA). Included are surveys of government buildings to
determ ne accessibility to the physically challenged, federal
regul ati ons, proposals for inplenenting the act, correspondence,
resolutions, and solutions to access probl ens.

RETENTI ON
Record copy: Retain by agency for 15 years and then
destroy.
Duplicate copies: Retain until superseded and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 12/92)

APPRAI SAL FI LES (ltem 6-1)
Files including |ocation, description, value, and photographs of
property.

RETENTI ON
Record copy: Retain until superseded or obsol ete and

t hen destroy.
Duplicate copies: Retain until superseded or obsolete and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 6
FACI LI TY MANAGEMENT RECORDS

AS- BUI LT CONSTRUCTI ON PLANS AND SPECI FI CATI ONS (Item 6-2)
Final plans and specifications for approved and constructed state

bui | di ngs.
RETENTI ON
Record copy: Permanent. Retain until mcrofilmed and

then transfer copy of mcrofilmto State
Archives with authority to weed.
Duplicate copies: Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

BU LDl NG AND EQUI PMENT SERVI CE FI LES (Item 6-3)
Requests for building and equi pnent mai nt enance servi ces,

excluding fiscal copies.

RETENTI ON
Record copy: Retain by Facilities Construction

Managenment for 3 years after fiscal year
ends and then destroy.

Duplicate copies: Retain by agency for 3 nonths after work
is perfornmed or requisition cancelled and

t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 6
FACI LI TY MANAGEMENT RECORDS

CONSTRUCTI ON PLANS | N- REVI EW (Item 6-5)
Prelim nary designs and specifications prepared by architectural

firms for review by state agency.

RETENTI ON
Record copy: Retain for 1 year after approval or
rejection of final plans and then
destroy.

Duplicate copies: Retain until construction phase begins
and t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

CONSTRUCTI ON PRQJECT CASE FI LES (Item 6-6)
Case files docunenting the construction of new buildings and the

renovation of rented buildings for state use.

RETENTI ON
Record copy: Permanent. Retain until mcrofilmed and

then transfer copy of mcrofilmto State
Archives with authority to weed.
Duplicate copies: Retain for 6 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

FACI LI TI ES MANAGEMVENT GUI DELI NES (ltem 6-7)
| nformati on pertaining to handi capped access, historic
preservation, energy conservation, environnental protection, and

pl anni ng.

RETENTI ON
Record copy: Retain for 3 years and then destroy.

Duplicate copies: Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 6
FACI LI TY MANAGEMENT RECORDS

MAI NTENANCE WORK ORDERS (1tem 6-8)
Requests from agencies for repair of building equi pnent, m nor
construction, or painting.

RETENTI ON
Record copy: Retain by Facilities Construction
Managenent for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

NATURAL DI SASTER AND DAMAGE SURVEY OF PUBLI C BUI LDI NGS (Item 6-9)
Survey and anal ysis of danmage done to public buildings during
natural disasters.

RETENTI ON
Record copy: Permanent. Retain by Facilities
Construction Managenent for 10 years and
then transfer to State Archives with
authority to weed.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

SPACE UTI LI ZATI ON REPORTS (I'tem 6-10)
Reports on the amount of floor space in agency buil dings, nunber

of roons, and the capacity.

RETENTI ON
Record copy: Retain until superseded or obsol ete and
t hen destroy.
Duplicate copies: Retain until superseded or obsolete and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 6
FACI LI TY MANAGEMENT RECORDS

UNDER- CONSTRUCTI ON PLANS AND SPECI FI CATI ONS (Item 6-11)
Speci fications used by contractors and architects as guidelines

to construct previously designed buil dings.

RETENTI ON
Record copy: Retain until superseded or obsol ete and

t hen destroy.

Duplicate copies: Retain until
t hen destroy.

super seded or obsol ete and

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL  RECORDS
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SCHEDULE 7
FI NANCI AL RECORDS

ACCOUNTI NG ADM NI STRATI VE FI LES (ltem 7-1)
Correspondence, reports and data relating to voucher preparation,
adm ni strative audit, and other accounting and di sbursing
oper at i ons.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
ACCOUNTS RECEI VABLE | NVO CES (Item 7-2)
I nvoices billing non-state agencies or institutions for supplies,

services or repairs provided by an agency.

RETENTI ON
Record copy: Retain by agency for 3 years and then

destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
AMERI CAN EXPRESS MONI TORI NG REPORT (ltem 7-5)

Report generated by American Express showi ng expenditures made by
state enpl oyees on agency Anerican Express Cards.

RETENTI ON
Record copy: Retain by the Division of Finance for 3
years and then destroy.
Duplicate copies: Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

AUDI TOR' S FI NANCI AL REPCRT (ltem 7-7)
Report prepared by internal or external auditors as a result of a

financial audit.
RETENTI ON

Record copy: Per manent. Retain by agency for 3 years.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
BANK DAI LY TOTALS (Item 7-8)
Daily report frombank that is used for reconciliation.
RETENTI ON
Record copy: Retain by the State Treasurer's Ofice

for 1 year and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
BANK STATEMENTS (ltem 7-9)

Cancel | ed checks, debit/credit nenoranda, deposit slips, and
nmont hly reconciliations.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

Utah State General Records Retention Schedul e 2003 53



SCHEDULE 7
FI NANCI AL RECORDS

BOND OFFI CI AL TRANSCRI PTS (Item 7-10)
Oficial files regarding authority to permt bond negotiations
wi th payi ng agent, etc.

RETENTI ON
Record copy: Permanent. Retain by the State
Treasurer's Ofice for 3 years after bond
expires and then transfer to State
Archives with authority to weed.
Duplicate copies: Retain until paid or cancelled and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
BOND REG STRATI ON FI LES (Item 7-11)
| ssui ng agent's copies of bond registration stubs.
RETENTI ON
Record copy: Retain for 2 years and then destroy.

Duplicate copies: Retain for 2 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Private.
(Approved 07/90)
BONDS, NOTES AND COUPONS PAI D (ltem 7-12)
Coupons and notes redeened throughout the lifetinme of the bond.
RETENTI ON
Record copy: Retain by the State Treasurer's Ofice
until redeened by payi ng agency and then
destroy.

Duplicate copies: Retain until redeened by payi ng agency
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

CASH RECEI PT TRANSACTI ON FORM ( FI - 33) (Item 7-17)
Cash recei pt transaction fornms acconpanyi ng agency deposits to
the State Treasurer's Ofice.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
CASH RECEI PTS (ltem 7-13)

Agency copy of receipts given to custoners who pay cash to the
agency for services rendered.

RETENTI ON
Record copy: Retai n by agency for 3 years and then
destroy.
Duplicate copies: Retain until obsolete or for 3 years,
whi chever is first, and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
COLLECTI ON BONDS (ltem 7-14)
Col | ecti on agency bonds are bonds filed by collection agencies in
t he state.
RETENTI ON
Record copy: Retain by agency for 7 years after bond

expiration and then destroy.
Duplicate copies: Retain for 2 years after expiration and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

COST ACCOUNTI NG REPORTS (Item 7-15)
Reports mai ntai ned by receiving and reporting units, which
docunent how nmuch it costs an entity to provide a service and the
fee they charge for that service.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)

COST REPORT DATA FI LES (ltem 7-16)
Ledgers and forns used to accunul ate data for use in cost
reports.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

EXPENDI TURE ACCOUNTI NG GENERAL CORRESPONDENCE AND SUBJECT FILES (Item 7-19)
Correspondence or subject file nmaintained by operating units
responsi bl e for expenditure accounting, pertaining to their
i nternal operations and adm ni stration.

RETENTI ON
Record copy: Retain for 2 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

EXPENDI TURE ACCOUNTI NG POSTI NG AND CONTROL FI LES (I'tem 7-20)
Records used as posting and control media, subsidiary to the
general and allotnment |edgers, and not el sewhere covered in this
schedul e.

RETENTI ON
Retain by agency for 7 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)

FI NANCI AL | NFORMATI ON RESOURCES SYSTEM (FI RMS) PERI ODI C REPORTS  (ltem 7-21)
I ncl udes the follow ng: FICAAOLT Trail bal ance nonthly. FI CAAO5SP
Qut st andi ng encunbrance. FI CAAO9P CQut st andi ng reservati on.

FI CAA1OP Cash deposits. FlI CAA3OP General |edger activity.

FI CAAB5P Revenue and expenditure status by fund. FI CAEDO1

Expendi ture detail by sub-account. FICAESO1 Expenditure status by
sub-account. FI CAES02 Work progran expenditure conparison by
sumary account. FI CARDO1 Revenue detail by sub-account within
organi zati on. FlI CARSO1 Revenue status by sub-account. FI CARS02
Esti mat ed revenue/realized revenues. FI CAERO1 Expenditure/revenue
summary by |l evel 2. FICAMPO1l Revenue account status by activity
ot her than Departnment of Transportation. OBSCLETE RECORD SERI ES
BY 1998.

RETENTI ON
Record copy: Retain by the D vision of Finance for 5
years and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992)

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

FI NANCI AL | NFORVATI ON RESOURCES SYSTEM (FI RM5) YEAR END REPORT (Item 7-22)
Yearly or period 13 edition of FIRMS reports. OBSOLETE RECORD

SERI ES BY 1998.

RETENTI ON
Record copy: Retain by the Division of Finance for 10

years and then destroy.
Duplicate copies: Retain by agency for 5 years and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992)

(Approved 07/90)

FI NANCI AL | NFORMATI ON NETWORK ( FI - NET) NON- PAYMENT RECORDS (ltem 7-54)
Records that document receipt of cash or transfers between state
agencies in the state acounting system and other rel evant
i nformation. Includes cash receipts (CR), inter-agency
transactions (1AT), and revenue (IN) transactions.

RETENTI ON
Record copy: Retain for 3 years after the end of the

fiscal year in which they were initiated
and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 96)
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SCHEDULE 7
FI NANCI AL RECORDS

FI NANCI AL | NFORMATI ON NETWORK ( FI - NET) PAYMENT RECORDS (I'tem 7-53)
Records processed through the state accounting systemthat
docunent the expenditure of cash and the appropriate supporting
i nformation. Includes paynent invoices, purchasing records, and

travel reinbursenents.

RETENTI ON
Record copy: Retain for 7 years after the end of the

fiscal year in which they were initiated
and t hen destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 06/ 96)

FI NANCI AL | NFORVATI ON NETWORK ( FI - NET) REPORTS (Item 7-55)
Reports of accounting information contained in the state
accounting system including budget, grant, payroll, revenue
expense, and accounting reports; and bank reconciliations.
RETENTI ON

Record copy: Retain by the Division of Finance for 7

years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 06/ 96)
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SCHEDULE 7
FI NANCI AL RECORDS

FREI GHT FI LES (ltem 7-23)
Records relating to freight, consisting of export certificates,
transit certificates, denurrage card, record books, shipping
docunents pertinent to freight classification, nmenorandum copies
of government or commrercial bills of |ading, shortage and
denurrage reports, and all supporting docunents, including
records relating to the shi pnent of househol d goods.

RETENTI ON
Record copy: Retain by agency for 3 years after the
period of the account and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

FREI GHT SCHEDULES COF LOST OR DANMAGED SHI PMENTS (Item 7-24)
Schedul es of val uabl es shi pped, correspondence, nenoranda,
reports and other related records.

RETENTI ON
Record copy: Retain by agency for 3 years after
restitution is nmade and then destroy.
Duplicate copies: Retain until restitution is made and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

GENERAL ACCOUNTI NG LEDGER (Item 7-25)
CGeneral accounts | edger, showing debit and credit entries, and
reflecting expenditures in sunmary.

RETENTI ON
Record copy: Retain for 7 years and then destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

| NVENTORY OF FI XED ASSETS (ltem 7-27)
These records are used to track and control capital outlay such
as office equi pment (chairs, typewiters, etc.) and other fixed
assets including tools, machinery, and other |arge equi pment.

RETENTI ON
Record copy: Retain by agency for 2 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

JOURNAL ENTRY RECORDS (Item 7-52)
Entries listing adjustnents to an organi zation's credit or debit
financial statenents. They contain the Division of Finance form
FI-35, which lists the credit or debit adjustnment, explanation of
entry, and approval signature.

RETENTI ON
Record copy: Retain by the Division of Finance for 10
years and then destroy.
Duplicate copies: Retain by agency for 2 years and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 7
FI NANCI AL RECORDS

NOTARY BOND FI LES (1tem 7-28)
Posted by notaries public conditioned for the faithful

performance of duties.

RETENTI ON
Record copy: Retain by the Lieutenant Governor's
Ofice for 7 years after expiration and
t hen destroy.
Duplicate copies: Retain for 3 years after expiration and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

PERFORMANCE BONDS (Item 7-30)
Bonds nade payable to the state conditional to the perfornmance of
all activity requirements and state and federal |aw.

RETENTI ON
Record copy: Retain by agency for 7 years after
expiration and then destroy.
Duplicate copies: Retain for 2 years after epiration and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
PERSONAL SURETY BONDS (Item 7-31)
O ficial copies of the bond and attached powers of attorney.
RETENTI ON
Record copy: Retain by agency for 15 years after bond

becones inactive and then destroy.
Duplicate copies: Retain until bond becones inactive and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

PERSONNEL ACCOUNTI NG ADM NI STRATI VE FI LES (Item 7-32)
Fil es used for workload and personnel managenent purposes.
I ncl udes correspondence, reports and data relating to voucher
preparation, admnistrative audit, and ot her accounting and
di sbursi ng operati ons.

RETENTI ON
Record copy: Retain by agency for 2 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
REFUND REQUESTS (Item 7-35)

Form si gned by the custoner which requests a refund of nonies
paid to the agency.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain until admnistrative need ends,
not to exceed 3 years, and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

STATE GENERAL OBLI GATI ON BONDS (Item 7-36)
Bonds aut horized by the Legi sl ature under the guidance of the
State Bonding Conmittee of which the State Treasurer is a nenber.
They represent an obligation by the State, and are supported by
the full faith and credit of the State. They have terms of 5-7
years. Interest is paid sem-annually on January 1 and July 1.
New i ssues are all book-entry bond coupons.

RETENTI ON
Record copy: Retain for 1 year after paid or cancelled
and then destroy.
Duplicate copies: Retain for 1 year after paid or cancelled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

STATE REVENUE BONDS (Item 7-37)
Fil es which docunent the obligations of the State support by a
specific revenue source. They are generally terns of 3-20 years.
The nost comon are State Revenue Bonds which include | eases and
rentals. They have interest paid sem -annually.

RETENTI ON
Record copy: Retain for 1 year after paid or cancelled
and then destroy.
Duplicate copies: Retain for 1 year after paid or cancelled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)
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SCHEDULE 7
FI NANCI AL RECORDS

STORES ACCOUNTI NG FI LES (Item 7-38)
Files used for the acquisition of itens purchased through the
Division of Central Stores. Information includes accounting
records and returned itenms form

RETENTI ON
Record copy: Retain by the Division of Central Stores
for 3 years and then destroy.
Duplicate copies: Retain by agency for 1 year and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
STORES ACCOUNTI NG WORK PAPERS (I'tem 7-39)
Wor k papers used in accunul ati ng stores accounti ng dat a.
RETENTI ON
Record copy: Retain for 2 years and then destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
STORES | NVO CE FI LES (1tem 7-40)
| nvoi ce or equival ent records used for stores accounting
pur poses.
RETENTI ON
Record copy: Retain for 3 years and then destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

TAX AND REVENUE ANTI Cl PATI ON NOTES (Item 7-41)
Short-term notes which are revenue supported. They are issued by

the State Treasurer for a termof less than 1 year

RETENTI ON
Record copy: Retain for 1 year after paid or cancelled

and t hen destroy.
Duplicate copies: Retain for 1 year after paid or cancelled
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/96)

TELEPHONE BI LLS (ltem 7-43)
Bills which document calls nade fromstate offices. Bills al so

i nclude the nunber called and the length, tinme, and date of phone

call.
RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

TRAVEL AND TRANSPORTATI ON FI LES (Item 7-44)
Correspondence, forms, and relating records pertaining to agency
travel and transportation functions, not covered el sewhere in

this schedul e.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGCESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
VENDOR PAYMENT VOUCHERS - CANCELED (Item 7-50)

Docunentation used to input data about cancelled warrants. The
information is used to ensure that funds are accurately credited
to proper agency Financial Information Network (FI-NET) accounts.

RETENTI ON
Record copy: Retain for 7 years and then destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992)

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

WARRANT REQUESTS USED I N THE PURCHASE OF REAL PROPERTY (Item 7-51)
Docunent ati on of the purchase of real estate by a governnent
agency.

RETENTI ON
Record copy: Per manent. Retain by agency for 5 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 1 year and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
WARRANT/ CHECK (I1tem 7-47)

Actual warrant or check cut fromwarrant request to pay for
servi ces render ed.

RETENTI ON
Record copy: Retain until redeenmed and i maged by the
bank. Maintain i maged copy by the
Di vision of Finance for 7 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGCGESTED SECONDARY CLASSI FI CATI ON
Pri vat e: UCA 63-2-302 (1)(e) (1992)

(Approved 07/90)
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SCHEDULE 7
FI NANCI AL RECORDS

WARRANT/ CHECK - LOST (1tem 7-48)
Legal docunentation explaining and justifying a | ost warrant, so
t hat a new one can be issued.

RETENTI ON
Record copy: Retain by the Division of Finance for 7
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992)

(Approved 07/90)
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SCHEDULE 8
H GHER EDUCATI ON
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SCHEDULE 8
H GHER EDUCATI ON

ACADEM C RECORD FI LES (ltem 8-1)
Files containing official docunentation |isting student's
courses, grades, credits earned, and status achieved. Oten
referred to as a transcript.

RETENTI ON
Record copy: Per manent. Retain by registrar for 10
years after graduation or w thdrawal and
then transfer to State Archives or the
respective institution's archives.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)

CASH REG STER TAPES FOR STUDENT TRANSCRI PTS (Item 8-2)
Daily cash regi ster tapes noting nonies received for transcripts
of the students' permanent academ c record.

RETENTI ON
Record copy: Retain for 1 year and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 8
H GHER EDUCATI ON

DEPARTMENT LI STS REQUESTI NG STUDENT TRANSCRI PTS (I'tem 8-3)
Li sts of requested students' transcripts of permanent acadenic
record for use in the academ c departnments of the institutions of
hi gher educati on.

RETENTI ON
Record copy: Retain by agency for 1 year and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
GRADUATI ON FI LES (Item 8-4)

Fil es which docunment the fulfillment of qualifications necessary
to graduate fromone of Utah's institutions of higher education.

RETENTI ON
Retain for 1 year and then destroy and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)

| DENTI FI CATI ON CARD APPLI CATI ONS FOR MATRI CULATED STUDENTS (Item 8-5)
Applications for identification (I.D.) cards for students,
faculty, and staff.

RETENTI ON
Record copy: Retain by agency for 6 years and then
destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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SCHEDULE 8
H GHER EDUCATI ON

| DENTI FI CATI ON CARD APPLI CATI ONS FOR NON- MATRI CULATED STUDENTS (I'tem 8-6)
Applications for identification cards for non-matricul at ed
i ndi vidual s participating in activities sponsored by an
institution of higher education.

RETENTI ON

Record copy: Retain by agency for 6 years and then
destroy.

Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)

| DENTI FI CATI ON CARD RECEI PT BOOKS (ltem 8-7)

Recei pt books for nonies received in paynent for identification
(I.D.) cards.

RETENTI ON

Record copy: Retai n by agency for 3 years and then
destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)

| NTERNATI ONAL | DENTI FI CATI ON CARD APPLI CATI ONS (Item 8-8)

Applications for identification cards for students traveling out
of the country in order to receive international student

benefits.
RETENTI ON

Record copy: Retain by agency for 1 year and then
destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
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SCHEDULE 8
H GHER EDUCATI ON

MONTHLY RECEI PTS FOR MONI ES RECEI VED FOR TRANSCRI PTS (Item 8-9)
Cash regi ster tapes collected nonthly noting nonies received by

the sale of copies of students' transcripts.

RETENTI ON
Record copy: Retain by agency for 3 years and then

destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

REG STRATI ON FI LES (1tem 8-10)
Fi |l es whi ch docunment student enrollnent, registration, and

participation in course work and other academic activities at any
of Utah's institutions of higher education.

RETENTI ON
Record copy: Retain by agency for 5 years after
graduation or withdrawal and then
destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
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SCHEDULE 8
H GHER EDUCATI ON

STUDENT CUMULATI VE FI LES (I'tem 8-11)
Fil es which docunent a student's activities, other than acadeni c,

while enrolled in one of Uah's institutions of higher education.

RETENTI ON
Record copy: Retain by agency for 5 years after
graduation or withdrawal and then
destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)

TRANSCRI PT REQUESTS (I'tem 8-12)
Request formfor a transcript of student's pernmanent academ c

records and the record of paynent received for the copy.

RETENTI ON
Record copy: Retain by agency for 1 year and then

destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)

VI SI TI NG SCHOLARS | NFORMVATI ON FI LES (I'tem 8-13)
Files containing identifying informati on on scholars tenporarily

wor ki ng at an institution of higher education.

RETENTI ON
Record copy: Retain by agency for 5 years and then

destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
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SCHEDULE 9
MOTOR VEH CLE MAI NTENANCE AND OPERATI ONS RECORDS
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SCHEDULE 9
MOTOR VEH CLE MAI NTENANCE AND OPERATI ONS RECORDS

AUTOMOBI LE TI TLES (ltem9-1)
Records which prove state ownership of the vehicle.
RETENTI ON
Record copy: Retain until vehicle is sold and then

transfer to buyer.
Duplicate copies: Retain until vehicle is sold and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
CERTI FI CATES OF M LEAGE (Item 9-2)

Certificates issued by the deal er/ manufacturer certifying the
m | eage is accurate on each vehicle purchased by the state.

RETENTI ON
Record copy: Retain by Mdtor Pool Ofice for 3 years
and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

GASCLI NE SALES TI CKETS (Item 9-3)
Hard copies of sales tickets filed in support of paid vouchers
for credit card purchases of gasoli ne.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 9
MOTOR VEH CLE NMAI NTENANCE AND OPERATI ONS RECORDS

| NSURANCE ADJUSTER S ESTI MATES (Item 9-4)
Adj uster's reports on vehicle repair estimates foll ow ng an
acci dent.
RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)

MANUFACTURERS' STATEMENT OF ORI G NS (Item 9-5)
Verification by the manufacturer of the vehicles's manufactured
origin.

RETENTI ON
Record copy: Retain by Mdtor Pool for 4 years and then

destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

MOTOR POOL COST FI LES (Item 9-6)
Mot or pool vehicle | edgers and work sheets providing cost and
expense dat a.

RETENTI ON
Record copy: Retain by Mdtor Pool for 5 years and then
destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 9
MOTOR VEH CLE MAI NTENANCE AND OPERATI ONS RECORDS

MOTOR POCL PUBLI C EMPLOYEE OPERATI ONAL FI LES (Item 9-7)
Records relating to individual enployee operations of
gover nnent - omed vehicles, including driver tests, rental
aut hori zations, safe driving awards, and correspondence.

RETENTI ON
Record copy: Retain by Mdtor Pool for 5 years and then
destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

MOTOR POOL RELEASE FI LES (Item 9-8)
Records relating to the transfer, sale, donation, or exchange of
state vehicl es.

RETENTI ON
Record copy: Retain by Mdtor Pool for 5 years after
vehi cl e | eaves custody and then destroy.
Duplicate copies: Retain by agency for 1 year after vehicle
| eaves agency custody and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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SCHEDULE 9
MOTOR VEH CLE MAI NTENANCE AND OPERATI ONS RECORDS

MOTOR POCL VEH CLE MAI NTENANCE FI LES (Item 9-9)
Mai nt enance records, including those relating to service and

repair of state vehicles.

RETENTI ON
Record copy: Retain by Motor Pool until obsolete
(usually for the lifetime of the vehicle)
and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

MOTOR POOL VEHI CLE OPERATI ONS FI LES (I'tem 9-10)
Operating records including those relating to gas and oil
consunption, dispatching, and schedul i ng.

RETENTI ON
Record copy: Retain by Mdtor Pool Ofice unti
obsolete (usually for the lifetime of the
vehi cle) and then destroy.
Duplicate copies: Retain for 3 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 9
MOTOR VEH CLE MAI NTENANCE AND OPERATI ONS RECORDS

VEHI CLE REGQ STRATI ON CERTI FI CATES (I'tem 9-11)
Copi es of legal registrations required by |aw to be maintained

with each car.

RETENTI ON
Record copy: Retain by Mdtor Pool Ofice until vehicle
is sold and then transfer to buyer.
Duplicate copies: Retain until vehicle is sold and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)

VEH CLE REPAI R WORK ORDER (ltem 9-12)
Requests to perform mai ntenance on a vehicle and the actual work
per f or med.

RETENTI ON
Record copy: Retain by Mdtor Pool Ofice for 3 years

and then destroy.
Duplicate copies: Retain by agency for 6 nonths and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

Utah State General Records Retention Schedul e 2003 81



SCHEDULE 10
PAYROLL RECORDS
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SCHEDULE 10
PAYROLL RECORDS

ADM NI STRATI VE PAYROLL REPORTS (Item 10-1)
Reports and statistics with supporting and rel ated records
pertaining to workl oad and personnel managenent, payrol
operations and adm nistration.

RETENTI ON
Record copy: Retain by agency for 2 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA- 63- 2- 301 (1) (b) (1992)

(Approved 07/90)
BUDGET AUTHORI ZATI ON RECORDS (Item 10-2)

Copi es of budget authorizations in operating payroll units used
to control personnel ceilings and personnel actions.

RETENTI ON
Record copy: Retain by agency for 2 years and then
destroy.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 10/01)
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SCHEDULE 10
PAYROLL RECORDS

DEDUCTI ONS AND OTHER EARNI NG REG STERS (I'tem 10-3)
Report by | ow organi zati on nunber used to reference the anount of
retirenment deducted and ot her m scell aneous deducti ons.

RETENTI ON
Record copy: Retain by the Division of Finance for 3
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

EMPLOYEE BENEFI T MATCH NG MONEY REPORT (Item 10-4)
Listing of state matching funds paid to enpl oyee retirenent and
referenced by | ow organization nunber.

RETENTI ON
Record copy: Retain by the Division of Finance for 3

years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

FI NAL TI ME SUMVARY REPCRT (I'tem 10-5)
This report provides information on the regular and overtine
hours paid. It also includes all other earnings and the | abor
di stribution.

RETENTI ON
Record copy: Retain by the Division of Finance for 3
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

FULL- TI ME EMPLOYEE REPORT (1'tem 10-6)

Report which infornms users of the full-tinme equival ent count for
each agency.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

GARNI SHVENTS (1tem 10-7)
Record of garnishments or levies for debts owed by the enpl oyee.
RETENTI ON
Record copy: Retain by the Division of Finance for 3
years after end of garnishnent and then
destroy.
Duplicate copies: Retain until end of garnishnent and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

| NCOVE TAX EXEMPTI ONS AND W THHOLDI NGS CERTI FI CATES (I'tem 10-8)
Form whi ch records the nunber of exenptions an enpl oyee cl ai ns
agai nst his paynment of incone tax and any additional w thhol ding
from his paycheck, such as IRS Form W4 and simlar tax exenption

forns.

RETENTI ON
Record copy: Retain by the Division of Finance for 4

years after formis superseded or unti
term nation of enpl oyee and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

| NSURANCE DEDUCTI ON FI LES (1tem 10-9)
Reports and rel ated papers including copies of vouchers and
schedul es of paynent pertaining to insurance deducti ons.

RETENTI ON
Record copy: Retain by the Division of Finance for 3
years after separation of enpl oyee and
t hen destroy.
Duplicate copies: Retain until separation of enployee and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Private.
(Approved 07/90)
LEAVE ADJUSTMENT REPORTS (I'tem 10-10)
Shows all |eave adjustnents nade during a pay period. Shows

category of adjustnment, the amount, social security nunber, and
enpl oyee nane.

RETENTI ON
Record copy: Retain by the Division of Finance for 3
years and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

LEAVE APPLI CATI ONS (I'tem 10-11)
Applications for | eave and supporting papers relating to request

for and approval of enpl oyee | eave.

RETENTI ON
Record copy: Retain by agency for 1 year and then
destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/01)

LEAVE CATEGORY CHANGES (Item 10-12)
Report show ng changes nmade if an enpl oyee does not have enough
| eave and payroll program nust nmake adjustnents from anot her

cat egory.

RETENTI ON
Record copy: Retain by the Division of Finance for 3

years and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

LEAVE SUMVARY REPORT (I'tem 10-13)
Reports whi ch docunent the kind and anount of |eave taken by an

enpl oyee during a cal endar year. After they are signed by the
enpl oyee, they are nmaintained in the official personnel file.

RETENTI ON
Record copy: Retain until report is nmade part of
of ficial agency personnel file.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Private.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1) (b) (1992)
(Approved 07/90)
NOTI CES OF PAYROLL ACTI ON ( DHRVB3) (1tem 10- 14)

Not i ces whi ch docunent all payroll actions entered into the
Depart ment of Human Resource Managenent autonmated system

RETENTI ON
Record copy: Retai n by agency until notices are nade
part of official agency personnel file.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

PAYROLL REG STER (1tem 10- 15)
Di spl ay of earnings, deductions, taxes, net incone, and warrant
or direct deposit information. These docunents are prepared and
used for payroll disbursenent.

RETENTI ON
Record copy: Retain by the Division of Finance for 4
years and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

PRELI M NARY PAYROLL FI LES (I'tem 10-16)
Conmput er - produced, two part docunments sent by Finance to agencies
to record final corrections or adjustnments regardi ng enpl oyees
pay. They are made before the master payroll file is run and
checks are issued. Prelimnary payroll files do not serve as tine
and attendance records.

RETENTI ON
Record copy: Retain by Division of Finance for 1 year
or until admnistrative need ends and
t hen destroy.
Duplicate copies: Retain by agency for 3 nonths and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

RETI REMENT BENEFI TS ASSI STANCE FI LES (Item 10-17)
Correspondence, nenoranda, annuity estimates, and ot her records
used to assist retiring enployees or survivors in claimng
i nsurance or retirenment benefits.

RETENTI ON
Record copy: Retain by agency for 1 year and then
transfer to Enployee retirenment file.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Private.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)
(Approved 10/01)
RETI REMENT FI LES (I'tem 10-18)
Reports and register control docunents relating to retirenent.
RETENTI ON
Record copy: Retain by the Ofice of Retirenent for 10

years after separation or term nation and
t hen destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 10/ 01)
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SCHEDULE 10
PAYROLL RECORDS

RETROACTI VE PAY REQUESTS FOR STATE EMPLOYEES (I'tem 10-27)
Records whi ch docunent requests for retroactive paynents to state
enpl oyees, such as when a pay increase was not done in a tinely
manner. I nformation includes nane, |ow organization nunber,
soci al security nunber, effective date, nunmber of regular hours,
and new hourly rate. These records are kept for audit purposes.
The actual retroactive paynent is part of the master payrol
files maintained by the Division of Finance.

RETENTI ON
Record copy: Retai n by agency as part of enployee's
personnel file for 3 years and then
destroy.

Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 08/96)
SAVI NGS BOND PURCHASE FI LES (I'tem 10-19)

Forns and reports with related records pertaining to deposits and
pur chase of bonds.

RETENTI ON
Record copy: Retain by the Division of Finance for 3

years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

SAVI NGS BOND PURCHASE SUMVARY (I'tem 10-20)
List of all bond purchases and the renai ni ng bond bal ances by | ow
or gani zati on nunber.

RETENTI ON
Record copy: Retain by agency for 2 years and then
destroy.
Duplicate copies: Retain for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)

SCHEDULE SI X PLANNI NG REPORT (I'tem 10-21)
Conmpi | ation of position control files, which keep track of
positions that have been authorized by the Departnent of Human
Resour ce Managenent, used for budget justification and planning.
| nformati on i ncl udes nunber of positions and their cost.

RETENTI ON
Record copy: Retain by the Division of Finance for 3
years and then destroy.
Duplicate copies: Retain for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

SCHEDULE SI X PCOSI TI ON CONTRCL REPORTS (I'tem 10-22)
Reports whi ch docunent the enpl oyee positions authorized by the
Depart ment of Human Resource Managenent that are actually filled
and the amount of noney spent. Information includes the anount
paid to the enpl oyee, which is posted against the general | edger
to position control. Al so indicates the posted benefits.
| nformati on appears on Schedul e Si x.

RETENTI ON
Record copy: Retain by the D vision of Finance for 2
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

SCHEDULE SI X POSTI NG PAYROLL REPORTS (I'tem 10-23)
Reports fromthe Division of Finance indicating the status of
agency payroll transactions.

RETENTI ON
Record copy: Retain by the Division of Finance for 2
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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SCHEDULE 10
PAYROLL RECORDS

TAXABLE WAGE EARNI NG REPORTS (I'tem 10-24)
Ret urns on incone taxes such as IRS Form W2 and reports of
wi t hhel d federal taxes, such as IRS Form W3, with rel ated
records, including reports regarding income and social security
t axes.

RETENTI ON
Record copy: Retain by the Division of Finance for 4
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)

TI ME AND ATTENDANCE REPORTS (I'tem 10-25)
State enpl oyee tine sheets, including flextinme attendance
reports, supplenental time and attendance records (such as
sign-in/sign-out sheets), and work reports that are used for tine
accounting under flextine systens.

RETENTI ON
Record copy: Retain by agency for 3 years and then

destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 11
HUVMAN RESOURCE RECORDS

Utah State General Records Retention Schedul e 2003 96



SCHEDULE 11
HUVAN RESOURCE RECORDS

ADVERSE ACTI ON FI LES (ltem11-1)
Case files and related records created in review ng an adverse
action (disciplinary or non-disciplinary renoval, suspension,
| eave wi thout pay, reduction in force) against an enpl oyee.

I ncl udes a copy of the proposed adverse action with supporting
papers; statenents of w tnesses; enployee's reply; hearing
notices, reports, and decisions; reversal of action; and appeal
of records, excluding letters of reprimnd.

RETENTI ON
Record copy: Retain by agency for 4 years after fina
action and then destroy.
Duplicate copies: Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 96)
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SCHEDULE 11
HUVAN RESOURCE RECORDS

AGENCY PERSONNEL FI LES FOR PERVANENT EMPLOYEES (ltem 11-2)
Compl ete work history of an individual while enpl oyed by the
State. Refer to UCA 67-18-1 (1999), et seq. and DHRM st andards on
accessi ng, maintaining, and managi ng enpl oyee personnel files.
When an enpl oyee transfers to anot her state agency, the official
personnel file nmust be sent to the new agency. Includes
application for enploynent or resune, verification of enploynent
eligibility (1-9 form, and retirenent/deferred conpensation plan
notification (ADNT-2), corrective or disciplinary actions taken
agai nst an enpl oyee, performance plans, perfornmance eval uati ons,
position description, career nobility or job swap agreenent,

i nsurance benefits notification (ADNT-1). May contain
docurnent ati on on enpl oyee wi t hhol di ng, conpl etion of course
certificates, conflict of interest letters, incentive award
results, enployee awards, letters of commendation, |eave records
and | eave adj ustnent reports.

RETENTI ON
Record copy: Retain by agency for 65 years after
retirement or separation of enployee and
t hen destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Private: UCA 63-2-302 (1)(e) (1992).

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 12/92)
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SCHEDULE 11
HUVAN RESOURCE RECORDS

AVERI CANS W TH DI SABI LI TI ES ACT (ADA) REQUESTS FOR ACCOMVODATION (ltem 11-58)
Requests made by an enpl oyee for disability acconmpdati ons.
| ncl udes nedi cal data, accommobdati ons requested, accommbdati ons
granted or deni ed, appeal of any denials, and other rel ated
i nformation. For requests received fromthe public refer to
Adm ni strative Records--Americans with Disabilities Act (ADA)
requests for accomodati ons for non-enpl oyees.

RETENTI ON
Record copy: Retain by agency for 5 years after
termnation or retirenment and then
destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (1996).

(Approved 06/97)

ANSWERS AND SCORE SHEETS (Item 11-4)
Tests taken by applicants who have nmet the m ninmum qualifications

for a state position.

RETENTI ON
Record copy: Retain by Departnment of Human Resource
Managenent until records are made part of
candi date or agency personnel file.
(Note: sone agenci es have been officially
del egated this responsibility by DHRM).
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
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SCHEDULE 11
HUVAN RESOURCE RECORDS

CERTI FI CATE OF ELI A BLES FI LES (Item 11-5)
This is a listing of all applicants who after careful review of
their qualifications are then rated on their eligibility for a
state position.

RETENTI ON
Record copy: Retain by the Departnent of Human
Resource Managenent for 4 years and then
destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

CONFLI CT OF | NTEREST FI LES (Item 11-6)
Correspondence from enpl oyees with part-tine jobs stating that
there is not a conflict of interest in the two vocations and work
performance will not suffer as a result of the second job.

RETENTI ON
Record copy: Retain until reviewed and place in agency
personnel file.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 10/01)
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COURSE ANNOUNCEMENT FI LES (Item 11-7)
Ref erence fil es of panphlets, notices, catal ogs, and ot her
records that provide information on courses or prograns offered
by governnment agencies or non-governnental organizations.

RETENTI ON
Record copy: Retain by agency until superseded or
obsol ete and then destroy.
Duplicate copies: Retain until superseded or obsol ete and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

DELEGATI ON AGREEMENTS (Item 11-52)
Docunent ati on of personnel responsibilities with specific state
agenci es. Includes eval uations, correspondence, self-eval uation
guestionnaires, interviews, entrance/exit conferences,
classification findings, organizational devel opnent, and ot her

supporting docunentati on.

RETENTI ON
Record copy: Ret ain by Departnent of Human Resource

Managenent upon recei pt fromagency for 5
years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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DRUG TEST NEGATI VE RESULTS (Item 11-56)
Records of enpl oyee drug or al cohol tests which were found to be
negati ve. Includes the nane of the enployee, the type of test
performed, date and location of the test, test results, and the
person performng the test.

RETENTI ON
Record copy: Retain by agency for 1 year and then
destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2- 302 (1996).

(Approved 06/ 96)

DRUG TEST POSI Tl VE RESULTS (I'tem 11-55)
Records of enployee drug or al cohol tests which were found to be
positive. Includes the nane of the enployee, the type of test
performed, date and |ocation of the test, test results, nane of
t he person perform ng the test, and any records relating to
rehabilitation. In addition, the file may include the job title
or a description of the enployee's job duties and the disposition
of the enployee (e.g. termnation or rehabilitation).

RETENTI ON
Record copy: Retain by agency for 5 years and then
destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1996).

(Approved 06/ 96)
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EMPLOYEE ASSI STANCE FI LES (I'tem 11-8)
Fil es whi ch docunment enpl oyees who have sought assistance for
personal problens which interfere with job performance. Includes
enpl oyee nane, address, telephone nunber, date of birth, marital
status, intake form referral reconmendations, type of referral,
reasons for referral, need for counseling, and resources used for
treat nent.

RETENTI ON
Record copy: Retain for 3 years after case is closed
and then destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Contr ol | ed: Psychi atric eval uations

(Approved 07/90)

EMPLOYEE AWARDS (ltem 11-9)
Case files which docunent all enpl oyee awards, including
recommendat i ons, approved nom nations, nenoranda, correspondence,
reports, and rel ated handbooks pertaining to agency-sponsored
cash and non-cash awards such as incentive awards within step
range, nerit increases, suggestions, and exceptional performance.
These files may al so docunent awards from ot her gover nnment
agenci es or private organi zations.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 12/92)
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EMPLOYEE PERFORMANCE- RELATED RECORDS (I'tem 11-30)
Records docunenting perfornmance of nerit enployees. Includes
performance appraisals, job elenments, standards used to base the
apprai sal, and other rel ated records.

RETENTI ON
Record copy: Retain until reviewed and place in agency
personnel file.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Private.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)
(Approved 10/01)
EMPLOYEE RECORD CARDS (l'tem 11-10)
Enpl oyee cards used for information purposes outside personnel
of fices.
RETENTI ON
Record copy: Retai n by agency until separation or

transfer of enployee and then destroy.
Duplicate copies: Retain by agency until separation or
transfer of enployee and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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EMPLOYEE TRAI NI NG RECORDS (ltem 11-11)
Correspondence, nenoranda, reports and other records relating to
the availability and enpl oyee participation in training prograns
sponsored by governnental agencies or non-governnent al
institutions. This information nay al so be entered into the
Department of Human Resource Managenent automated system

RETENTI ON
Record copy: Retain until nade part of agency
personnel file.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

EMPLOYMENT APPLI CATI ONS ( NOT HI RED) (Item 11-12)
Applications of those persons qualified to be listed on a
regi ster but who were not selected as the candi date for
enploynment. If DHRM has officially del egated a particular state
agency as the record copy office then they should retain these
applications for three years.

RETENTI ON
Record copy: Retain by the Departnent of Human
Resource Managenment for 3 years and then
destroy.

Duplicate copies: Retain for 6 nonths and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302 (1)(e) (1992).

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 12/92)
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EQUAL EMPLOYMENT OPPORTUNI TY ( EEO) AFFI RVATI VE ACTI ON PLANS (ltem 11-13)
Affirmative Action Plans (AAP) include both the agency copi es of
consol i dat ed AAP' s devel oped by the Departnment of Human Resource

Managenent, and the agency feeder plans which are used to devel op
a larger affirmative action strategy.

RETENTI ON

Record copy: Retain by agency for 2 years and then
destroy.

Duplicate copies: Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

EQUAL EVMPLOYMENT OPPORTUNI TY (EEO) COWVPLI ANCE REVI EW FI LES (ltem 11-14)

Revi ew fil es containi ng background papers and ot her records
relating to contractor enploynent practices.

RETENTI ON

Record copy: Retain by agency for 7 years and then
destroy.

Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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EQUAL EMPLOYMENT OPPORTUNI TY (EEO) DI SCRI M NATI ON COVMPLAI NT CASE (ltem 11-15)
FI LES

Fi | es docunenting Equal Enpl oynment Qpportunity conplaints.

I ncl udes the conplaint, correspondence, reports, exhibits,

wi t hdrawal notices, copies of decisions, and other rel ated

records.

RETENTI ON
Record copy: Retain by agency for 4 years after
resol ution of case and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Private.
SUGCGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)
(Approved 07/90)
EQUAL EMPLOYMENT OPPORTUNI TY ( EEOQ) STATI STICS FI LES (Item 11-16)

Enpl oyment statistics relating to race and gender.

RETENTI ON
Record copy: Permanent. Retain by Departnent of Human

Resour ce Managenent upon receipt from
agency for 3 years and then transfer to
the State Archives with authority to
weed.

Duplicate copies: Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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EXEMPT- STATUS EMPLOYEES PERFORMANCE APPRAI SALS (ltem 11-17)
Appr ai sal s of performance, along with job el ements and standards
(j ob expectations) upon which they are based, and supporting
docunent ati on.

RETENTI ON
Record copy: Retain by agency until superseded and
t hen destroy.
Duplicate copies: Retain by agency until superseded and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

FAM LY MEDI CAL LEAVE APPLI CATI ONS (Item 11-57)
Applications requesting | eave under the Fam |y and Medical Leave
Act of 1993. Includes the enployee's nane, address and title and
payroll information including rate of pay, daily and weekly hours
wor ked, deductions, total conpensation, dates |eave is taken,
i nformati on regardi ng enpl oyee benefits or enpl oyer |eave
policies and other related material as required by 29 CFR 825. 500
(1995).

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Exenpt : 29 CFR 825.500(g) (1995).

(Approved 06/ 96)
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FI NANCI AL DI SCLOSURE REPORTS (ltem 11-18)
Reports and rel ated docunents subm tted by individuals as
requi red under the Public Oficers' and Enpl oyees' Ethics Act,

UCA 67-16-7.
RETENTI ON
Record copy: Retain by agency for 5 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
SUGGESTED SECONDARY CLASSI FI CATI ON
Privat e: | f disclosure has no bearing on state
enpl oynent
(Approved 07/90)
GRI EVANCE/ APPEAL FI LES (ltem 11-19)

Records docunenting enpl oyee grievances and rel ated gri evance
hearings. Includes grievances filed by the enpl oyee, statenents
of witnesses, interview reports, findings and recomrendati ons,
exhi bits, requests for consideration, and other related
docunent s.

RETENTI ON
Record copy: Retain by agency for 4 years after case
is closed and then destroy.
Duplicate copies: Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 06/ 96)
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HUVAN RESOURCE MANAGEMENT RULES (Item 11-20)
Docunent which outlines policies and procedures to be foll owed by
state agencies in the admnistration of the state human resource

managenent system

RETENTI ON
Record copy: Permanent. Retain by the Departnment of
Human Resource Managenent unti
superseded and then transfer to State
Archives with authority to weed.
Duplicate copies: Retain by agency until superseded and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
| NCENTI VE AWARDS PROGRAM REPORTS (Item 11-21)
Reports pertaining to the operation of the incentive awards
program
RETENTI ON
Record copy: Retain by agency for 1 year and then

destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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| NDI VI DUAL HEALTH RECORD FI LES (Item 11-22)
Records which contain such information as date of enpl oyee's
visit to a health care facility, diagnosis, and treatnment. A
[imted, but not exclusive list of itens to be handl ed as nedi cal
i nformation includes health, accident, and life insurance
requests that contain nedical information or questions; long-term
disability insurance applications; Disabled Veterans DD2-14's;
and nedi cal reports froma doctor.

RETENTI ON
Record copy: Ret ai n by agency's human resource office
for 6 years and then destroy.
Duplicate copies: Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Contr ol | ed: Psychiatric or psychol ogical information
UCA 63-2-302 (1996)

(Approved 07/90)

| NTERVI EW RECORDS (ltem 11-23)
Correspondence, reports, notes, and other records relating to
interviews with prospective enployees as described in 29 CFR
1602. 31 (2000).

RETENTI ON
Retain by agency for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e: UCA 63-2-302(1)(f) and (2)(a)(2001).

SUGGESTED SECONDARY CLASSI FI CATI ON
Pr ot ect ed: I nt ervi ew notes UCA 63-2-304(25)(2001)

(Approved 10/01)
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JOB SWAP OR CAREER MOBI LI TY FI LES (Item 11-24)
Case files of a state enployee applying to change positions with
anot her enpl oyee in the state work force.

RETENTI ON
Record copy: Retain until nade part of agency
personnel file.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)

LABOR- MANAGEMENT RELATI ONS FI LES (Item 11-25)
Records and case files of |abor-managenent relations. Includes
correspondence, nenoranda, reports, and other records relating to
the rel ati onshi p between managenent and enpl oyee associ ati ons or
ot her groups.

RETENTI ON
Record copy: Retain by agency for 5 years and then
destroy.
Duplicate copies: Retain until superseded or obsol ete and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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LENGTH OF SERVI CE AND SI CK LEAVE AWARD FI LES (ltem 11-26)
Records i nclude correspondence, nenoranda, reports, comnputations
of service and sick |l eave, and lists of awardees. This
information is entered into the Departnment of Human Resource
Managenment automated system

RETENTI ON

Record copy: Retai n by agency as part of personne
file for 2 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

LETTERS OF EMPLOYEE COVMENDATI ON (ltem 11-27)

Letters of enpl oyee comendati on and appreciation, recogni zing
| ength of service, retirenent, or perfornance.

RETENTI ON

Record copy: Retain until nade part of agency
personnel file.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

MERI T EMPLOYEE APPRAI SAL OF UNACCEPTABLE PERFORMANCE. (lItem 11-28)
Appr ai sal s of unacceptabl e performance and all related docunents,
except a Notice of Proposed Action for Unacceptabl e Enpl oyee
Performance which is issued but not effected.

RETENTI ON

Record copy: Retain for 5 years as part of agency
personnel file and then destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
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MERI T EMPLOYEE PERFORMANCE FI LES (Item 11-29)
Perf ormance records superseded through an adm nistrati ve,
judicial, or quasi-judicial procedure.

RETENTI ON
Record copy: Retai n by agency as part of personne
file until superseded and then destroy.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: Ei ght een personal data el enents
identified by the State Records Comm ttee

(Approved 07/90)

MERI T PROMOTI ON CASE FI LES (I'tem 11-31)
Records relating to the pronotion of an individual that docunent
gualification standards or the eval uation of candi dates,
excluding any records that duplicate information in the
performance plan or in other personnel records.

RETENTI ON

Record copy: Retain by agency as part of personne
file for 2 years after the personne
action or until the action has been
audited by the Departnent of Human
Resour ce Managenent, whichever is first,
and then destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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NOTI CE OF PROPCSED ACTI ON FOR UNACCEPTABLE EMPLOYEE PERFORMANCE (Item 11-32)
As part of a nerit enployee apprai sal of unacceptable
performance, a notice of proposed denotion or renoval that is
i ssued but not effected.

RETENTI ON

Retain by agency until decision is made to take no further
action and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 10/01)

PERSONAL | NJURY CASE FI LES (I'tem 11-35)
Docunent ati on of on-the-job enployee injuries whether or not a
claimfor conpensation was filed. Includes first report of injury
form reports, correspondence , and rel ated nedi cal and
i nvestigative records.

RETENTI ON

Record copy: Retain by agency for 5 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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PERFORVANCE PLAN (Item 11-54)
Record of performance understandi ng conpl et ed bet ween enpl oyee
and supervisor. This is time-frane and quality-specific for the
identified duties. Includes yearly goals and expectations of

enpl oyee.
RETENTI ON
Record copy: Retain by agency for 10 years in
enpl oyee' s personnel file and then
destroy.

Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 08/96)

PCSI TI ON CHANGE REQUESTS AND AUTHORI ZATI ONS ( DHRM 9) (Item 11-37)
Docunent ati on used to create new positions, abolish positions and
revi se existing positions. Information includes the
department/ di vi sion's name and address, requested effective date,
effective date, justification statenent, position control nunber,
i mredi at e supervi sor of each position in question, action
statenent, signature of departnment/division director, signature
of personnel analyst, and signature of agency budget officer.

RETENTI ON
Record copy: Ret ain by Departnent of Human Resource
Managenent upon recei pt fromagency for 5
years and then destroy.
Duplicate copies: Retain for 3 years and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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POSI TI ON CLASSI FI CATI ON | NSPECTI ON AND AUDI T FI LES (lItem 11-39)
Correspondence, nenoranda, reports, and other records relating to
i nspections, desk audits, and eval uations of position
cl assifications.

RETENTI ON
Record copy: Ret ain by Hunman Resource Managenent for
10 years and then destroy.
Duplicate copies: Retain for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/01)

PCSI TI ON ANALYSI S FORM (I'tem 11-53)
This analysis is conpleted by the enpl oyee and human resource
staff and describes the duties and responsibilities of the
i ndi vi dual enpl oyee. The analysis is used to express detailed
i nformati on about the individual position conpared to the general
j ob description.

RETENTI ON
Record copy: Retain by agency for 5 years or longer in
t he enpl oyee's personnel file in
accordance with agency policy and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)
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RECRUI TMENT FI LES (ltem 11-43)
Correspondence of fering appointnents to potential enployees.
These files contain offers that are declined. Those offers
accepted will be maintained in the enpl oyee personnel file.

RETENTI ON
Retain by agency for 2 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 10/01)

REQUESTS FOR APPROVAL OF OVERTI ME (Item 11-44)
Requests for approval, which is required by the Departnent of
Human Resource Managenent and Fair Labor Standards, for overtine
conpensati on.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

STANDARDS OF CONDUCT FI LES (Item 11-47)
Correspondence, nenoranda, and other records relating to codes of
ethics and standards of conduct.

RETENTI ON
Record copy: Permanent. Retain by agency for 3 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

Utah State General Records Retention Schedul e 2003 118



SCHEDULE 11
HUVAN RESOURCE RECORDS

TEMPORARY EMPLOYEE PERSONNEL FI LES (I'tem 11-3)
Docunent ati on of enploynment of tenporary state enpl oyees. My
i ncl ude correspondence, enploynent application, job description,
etc. Does not include personnel records created for specific

federal prograns.

RETENTI ON
Record copy: Retain by agency for 2 years after
separation and then destroy.
Duplicate copies: Retain by agency for 1 year and then

destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)
(Approved 10/01)
TRAI NI NG Al DS (Item 11-48)

One copy of each syllabus, nmanual, textbook, and any ot her
training materials created by the agency.

RETENTI ON
Record copy: Per manent. Retain by agency until
training programis obsolete and then
transfer to State Archives with authority
to weed.
Duplicate copies: Retain until superseded or obsolete and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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TRAI NIl NG CONFERENCE AND COURSES FI LES (Item 11-49)
CGeneral file of agency-sponsored training. Includes
correspondence, nenoranda, agreenents, authorizations, background
and work papers, reports, requirenents, reviews, plans, and
objectives relating to operation of training courses and
conf erences.

RETENTI ON
Record copy: Retai n by agency until superseded or
obsol ete and then destroy.
Duplicate copies: Retain by agency for 1 year and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
TRAI NI NG CONTRACTS (I'tem 11-50)

Contracts between state agencies and the Departnent of Human
Resource Managenent to adm ni ster agreed-upon training prograns.

RETENTI ON
Record copy: Retain by the Departnent of Human
Resource Managenment for 3 years after the
end of contract and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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VERI FI CATI ON OF EMPLOYMENT ELI G BILITY (Item 11-51)
Enpl oynment docunentation required to conply with the Inmm gration
Ref orm and Control Act, 1986.

RETENTI ON
Record copy: Retain until nade part of agency
personnel file.
Duplicate copies: Retain for 1 year after term nation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1)(b) (1992)

(Approved 07/90)
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CONTROL FI LES (ltem 12-1)
Control registers pertaining to requisitions and work orders for
printing, binding and duplicating services.

RETENTI ON
Record copy: Retain for 3 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
PLATE, NEGATI VES, AND ART WORK FI LES (Item 12-2)
Basic information and materials used to produce a printing
request .
RETENTI ON
Record copy: Retain until adm nistrative need ends and

t hen destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

PRI NTI NG PRQJECT FI LES (Item 12-3)
Job or project records containing papers and data pertaining to
pl anni ng and execution of printing, binding, duplication, and
di stribution jobs.

RETENTI ON
Record copy: Retain for 2 years and then destroy.
Duplicate copies: Retain for 1 year after conpletion of job
and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 12
PRI NTI NG RECORDS

PRI NTI NG REPORT FI LES (Item 12-4)
Reports to the Legislature regardi ng operation of printing and
inventories of printing, binding and rel ated equi pnment in

printing or in storage.

RETENTI ON
Record copy: Retain for 5 years and then destroy.

Duplicate copies: Retain for 1 year and then destroy.

(Approved 07/90)
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PURCHASI NG RECORDS
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SCHEDULE 13
PURCHASI NG RECORDS

Bl DDERS LI ST OR CARD FI LES (ltem 13-1)
Li sts of acceptable bidders who are eligible for contracting with
the State to provide products or services.

RETENTI ON
Record copy: Retain by the Division of Purchasing for
1 year and then destroy.
Duplicate copies: Retain until superseded or obsol ete and
t hen destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
CANCELED SOLI Cl TATI ON FI LES (ltem 13-2)
Formal solicitations of offers to provide products or services
(e.g., Invitations for Bids, Requests for Proposals, Requests for

Quot ati ons) which were cancelled prior to the awarding of a
contract. Information includes presolicitation docunentation on
the requirenent, offers opened prior to cancellation,
docunent ati on on governnent action up to the tinme of
cancel | ati on, and evi dence of cancell ati on.

RETENTI ON
Record copy: Retain for 4 years after cancellation and
t hen destroy.
Duplicate copies: Retain for 2 years after cancellation and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 13
PURCHASI NG RECORDS

CONTRACT APPEALS CASE FI LES (Item 13-3)
Case files consisting of notices of appeal and acknow edgnents,
correspondence between parties, contracts copies, plans,
specifications, exhibits, change orders and anendnents,
transcri pts of hearings, docunments received fromparties
concerned, final decisions, and other related records.

RETENTI ON
Record copy: Per manent. Retain by the Division of
Purchasing for 5 years and then transfer
to State Archives with authority to weed.
Duplicate copies: Retain for 10 years after final action or
deci sion and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

CONTRACT PURCHASI NG FI LES (Item 13-4)
Fil es which docunent transactions of $10,000 or |ess and
construction contracts under $2,000. They include contract,
requi sition, purchase order and | ease records, correspondence,
rel ated records pertaining to award, adm nistration, receipt,

i nspection, and paynents.

RETENTI ON
Record copy: Retain by agency for 6 years after fina
paynment and t hen destroy.
Duplicate copies: Retain by agency for 1 year after
term nation or conpletion of contract and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/ 01)
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SCHEDULE 13
PURCHASI NG RECORDS

CONTRACT PURCHASI NG FI LES FOR HI GH VALUE TRANSACTI ONS (Item 13-5)
Fil es whi ch docunent transactions of nore than $10, 000 and
construction contracts exceedi ng $2,000. The files include
contract, requisition, purchase order and | ease records,
correspondence and rel ated records pertaining to award,
adm ni stration, receipt, inspection, and payments.

RETENTI ON
Record copy: Retain by agency for 6 years and then
destroy.
Duplicate copies: Retain until contract term nation or
conpl etion and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
CONTRACTOR' S PAYROLL FILES (Item 13-6)

Contractor's payrolls (construction contracts) with rel ated
certifications, anti-kickback affidavits, and other rel ated

records.
RETENTI ON
Record copy: Retain for 3 years after conpletion of
contract or until final audit and then
destroy.

Duplicate copies: Retain for 1 year after |ast paynent and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Publ i c: UCA 63-2-301 (1992)

(Approved 07/90)
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SCHEDULE 13

PURCHASI NG RECORDS

LEASI NG CONTRACT FI LES
Bui | di ng or equi prent
agreenments, services,

RETENTI ON
Record copy:

Dupl i cat e copi es:

(ltem 13-7)

| eases and rel ated records docunenting
and paynents.

Retain for 4 years after contract expires
and t hen destroy.

Retain for 1 year after |ast paynent and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)

PROFESSI ONAL CONTRACTUAL AGREEMENT FI LES
Fi |l es docunenting the professional
an agency and a professional

The files include contract,

t enporary services.
pur chase order

RETENTI ON
Record copy:

Dupl i cat e copi es:

correspondence,

(I'tem 13-8)
contractual agreenents between
bet ween agenci es for
requisition,
and rel ated records.

i ndi vi dual, or

Retain for 5 years after |ast paynent and
t hen destroy.
Retain for 3 years after |ast paynent and

t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
PURCHASE ORDERS ( FI - 8)

(I'tem 13- 9)

Orders used to docunent the purchase transaction and to notify
t he agency of purchase approval .

RETENTI ON
Record copy:

Dupl i cat e copi es:

(Approved 10/01)

Ut ah State General

Records Retenti on Schedul e 2003

Retain by the Division of Purchasing upon
recei pt fromagency for 4 years and then
destroy.

Retain for 1 year and then destroy.
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SCHEDULE 13
PURCHASI NG RECORDS

PURCHASE REQUI SI TI ON FI LES (FI-1) (1tem 13-10)
Requi sitions for supplies and equi pnent for current inventory.

RETENTI ON
Record copy: Retain by the Division of Purchasing upon
recei pt fromagency for 4 years and then
destroy.

Duplicate copies: Retain for 3 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 10/01)

REAL PROPERTY ACQUI SI TI ON FI LES (I'tem 13-11)
Titl e papers docunenting the acquisition of real property by

purchase, condemmati on, donation, exchange, or otherw se.

RETENTI ON
Record copy: Retain for 10 years after unconditiona

sal e of property and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 13
PURCHASI NG RECORDS

SUCCESSFUL BI DS AND PROPOSALS FI LES (ltem 13-12)
Solicited and unsolicited successful bids and proposals to
provi de products or services to an agency by a private
contractor.

RETENTI ON
Record copy: Retain by the Division of Purchasing for
4 years and then destroy.
Duplicate copies: Retain until related contractual case
file has nmet retention and can be
destroyed, and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

SUPPLY MANAGEMENT FI LES (Item 13-13)
Files of reports on supply requirenents and procurenent matters
submtted for supply managenent purposes (other than those
incorporated in case files or other files of a general nature).

RETENTI ON
Record copy: Retain for 2 years and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
TAX EXEMPTI ON FI LES (Item 13- 14)
Tax exenption certificates and rel ated records.
RETENTI ON
Record copy: Retain for 3 years after period covered

by related account and then destroy.
Duplicate copies: Retain for 1 year after period covered by
rel ated account and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 13
PURCHASI NG RECORDS

UNOPENED BI DS AND PROPOSALS (Item 13-15)
Solicited and unsolicited bids and proposals to provide products
or services which, due to funding or adm nistrative reeval uati on,
are no |longer required by the agency or will not be open to the
bi ddi ng process.

RETENTI ON
Record copy: Retain for 1 year and then destroy.
Duplicate copies: Retain until returned to bidder

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

UNSUCCESSFUL BI DS AND PROPCSALS FI LES (Item 13-16)
Solicited and unsolicited unsuccessful bids and proposals to
provi de products or services to an agency by a private
contractor.

RETENTI ON
Record copy: Retain by the Division of Purchasing for
2 years and then destroy.
Duplicate copies: Retain until related contractual case
files have net retention and can be
destroyed.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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PROPERTY RECCORDS
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SCHEDULE 14
PROPERTY RECORDS

DECLARATI ON OF SURPLUS PROPERTY (SP-1) (ltem 14-1)
Formrequired by the Division of Surplus Property indicated what
property an agency w shes to surplus.

RETENTI ON
Record copy: Retain for 3 years after fina
di sposition of property and then destroy.
Duplicate copies: Retain until property is sold or
destroyed, and then destroy the record.

SUGCGESTED PRI MARY CLASSI FI CATI ON

Publ i c.

(Approved 07/90)

PROPERTY DI SPOSAL CASE FI LES (ltem 14-2)
Case files on the disposal of real and rel ated personal surplus
property.

RETENTI ON
Record copy: Retain for 6 years and then destroy.

Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 14
PROPERTY RECORDS

REAL PROPERTY SALE FI LES (I'tem 14-3)
Records necessary or convenient for the use of real property
sol d, donated, or traded to non-state ownership.

RETENTI ON
Record copy: Per manent. Retain by agency for 6 years
after a deed of sale is recorded and then
transfer to State Archives with authority
to weed.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

SURPLUS PROPERTY CASE FI LES (ltem 14-4)
Case files on sales of surplus personal property (including those
transactions deviating fromstandard procedures), conprising of
invitations, bid acceptances, lists of materials, evidence of
sal es, and rel ated correspondence.

RETENTI ON
Record copy: Retain for 6 years and then destroy.
Duplicate copies: Retain for 2 years or until
adm ni strative need ends and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

SUGGESTED SECONDARY CLASSI FI CATI ON
Private: Name, phone nunber, and address of
cust oner

(Approved 07/90)
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PUBLI C AFFAI RS RECORDS
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SCHEDULE 15
PUBLI C AFFAI RS RECORDS

AGENCY COMVENDATI ON FI LES (Item 15-1)
Letters of conmendation received by agency which inpart inportant
i nformati on or observations about agency prograns or operations,
but which do not belong in an individual's personnel file.

RETENTI ON
Record copy: Per manent. Retain by agency for 5 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency until adm nistrative
need ends and then destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

COVPLAI NT/ | NFORVANT FI LES (Item 15-2)
Wi st e-blower, fraud, and crimnal conplaints. Includes
anonynous letters, conplaints, criticismand suggestions, and
agency replies thereto. Also includes those conplaints which were
the basis of an investigation or fromwhich adm nistrative action
was taken, and those incorporated into individual personnel
files.

RETENTI ON
Record copy: Retain by agency for 7 years after fina
resolution and then destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

SUGGESTED SECONDARY CLASSI FI CATI ON
Control | ed: UCA 63-2-304 (2)(a) (1992)

(Approved 07/90)
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SCHEDULE 15
PUBLI C AFFAI RS RECORDS

| NDEXES AND CHECK LI STS (1tem 15- 3)
Bi bl i ographi es, check lists, and i ndexes of agency publications
and news rel eases, except those used as indexes to public
relations files.

RETENTI ON
Record copy: Retain until superseded or obsol ete and
t hen destroy.
Duplicate copies: Retain until superseded or obsol ete and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

| NFORMATI ON PRQJECT FI LES (lItem 15-7)
I nformati onal services project case files maintained in formally

designated i nformati on offices.

RETENTI ON
Record copy: Retain for 1 year after close of file or
conpl etion of project and then destroy.
Duplicate copies: Retain until admnistrative need ends and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 15
PUBLI C AFFAI RS RECORDS

PRESS RELEASES (1tem 15-8)
A copy of prepared statenents or announcenents issued for
distribution to the news nedia. A press release may be a textual
record or a non-textual record such as a filmor video sound
recordi ng.

RETENTI ON
Record copy: Per manent. Retain by agency for 5 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 5 years and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publi c.
(Approved 07/90)
PUBLI C RELATI ONS FI LES (I'tem 15-10)

Speeches, addresses, and conments. Remarks made at forma
cerenoni es and during interviews by heads of agencies or their
seni or assistants concerning the prograns of their agencies. The
format sel ected may be paper, video tape, notion picture film
etc.

RETENTI ON
Record copy: Per manent. Retain by agency for 7 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 10 years and then
destroy.

SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SECURI TY SERVI CES RECORDS
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SCHEDULE 16
SECURI TY SERVI CES RECORDS

DEPARTMENTAL RECOVERY REPORTS (Item 16-1)
Agency reports of operation tests, consisting of consolidated or
conprehensive reports reflecting agency-wi de results of tests
conduct ed under energency pl ans.

RETENTI ON
Record copy: Per manent. Retain by the Division of Risk
Managenment until superseded or obsol ete
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain by agency for 3 years and then

destroy.
SUGCGESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
DI SASTER PLANNI NG FI LES (lItem 16-2)

Files used to prepare statewi de plans for action to address an
energency, e.g. fire, flood, earthquake, and other disasters.

RETENTI ON
Record copy: Per manent. Retain by agency for 10 years
and then transfer to State Archives with
authority to weed.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)
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SCHEDULE 16
SECURI TY SERVI CES RECORDS

GUARD ASSI GNMVENT FI LES (1tem 16-3)
Files relating to guard assignnments. Includes | edger records or

requests, analyses, reports, change notices, and other papers
relating to post assignnents.

RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)

GUARD SERVI CE CONTROL FI LES (Item 16-4)
Control center key or code records, energency call cards,

bui l di ng record, and enpl oyee identification cards.

RETENTI ON
Record copy: Retai n by agency until superseded or
obsol ete and then destroy.
Duplicate copies: Retain by agency until superseded or
obsol ete and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (10) (1992).

(Approved 07/90)
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SCHEDULE 16
SECURI TY SERVI CES RECORDS

GUARD SERVI CE REPORTS (1tem 16-5)
Round reports, facility checks, service reports on interruptions
and tests, punch clock dial sheets, autonmatic machi ne patrol
charts, and registers of patrol and al arm servi ces.

RETENTI ON
Record copy: Retain by agency for 1 year and then
destroy.
Duplicate copies: Retain for 1 year and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Pr ot ect ed: UCA 63-2-304 (10) (1992).
(Approved 07/90)
| NSURANCE REPORTS (Item 16-6)
Reports used for the reference and generation of clainms files.
RETENTI ON
Record copy: Retain by the Division of R sk Managenent

for 12 years and then destroy.
Duplicate copies: Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (23) (1992).

(Approved 07/90)

KEY ACCOUNTABI LI TY FI LES (ltem 16-7)
Files relating to accountability for keys issued, including keys
t o maxi num security areas.

RETENTI ON
Record copy: Retain by agency for 2 years after
superseded and then destroy.
Duplicate copies: Retain by agency for 1 nonth after
super seded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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SCHEDULE 16
SECURI TY SERVI CES RECORDS

LI ABI LI TY | NSURANCE POLI CY FI LES (I'tem 16-8)
| nsurance policy contracts between the State of Utah and private
i nsurers.
RETENTI ON
Record copy: Per manent. Retain by the Division of Risk
Managnent .

Duplicate copies: Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Publ i c.

(Approved 07/90)

LI ABI LI TY RI SK MANAGEMENT CASE FI LES (Item 16-9)
Case files of the reporting, investigation, and settlenent of
liability clains filed against the state, colleges and
uni versities.

RETENTI ON
Record copy: Retain by the Division of R sk Managenent
for 20 years and then destroy.
Duplicate copies: Retain for 5 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (10) (1992).

(Approved 07/90)

Utah State General Records Retention Schedul e 2003 144



SCHEDULE 16
SECURI TY SERVI CES RECORDS

LOSS CONTROL | NSPECTI ON REPORTS (I'tem 16-10)
An annual self-inspection report used to identify potenti al
hazards within the building or on the agency property. If the
agency conpletes this report, it may receive a 15% di scount on
its insurance premiumafter a foll owup survey has been
conducted. This record may al so be used as evidence in defense of
a claim

RETENTI ON
Record copy: Retain by the D vision of R sk Managenent
for 12 years and then destroy.
Duplicate copies: Retain until superseded and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pr ot ect ed: UCA 63-2-304 (23) (1992).

(Approved 07/90)

PERSONNEL SECURI TY CLEARANCE STATUS FI LES (Item 16-11)
Lists of rosters showing the current security clearance status of
i ndi vi dual s.

RETENTI ON
Record copy: Retai n by agency until superseded or
obsol ete and then destroy.
Duplicate copies: Retain until superseded or obsolete and
t hen destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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SCHEDULE 16
SECURI TY SERVI CES RECORDS

PROPERTY | NSURANCE POLI CY FI LES (ltem 16-12)
| nsurance policy contracts between the State of Utah and private
i nsurers.
RETENTI ON
Record copy: Retain by the Division of R sk Managenent

for 75 years and then destroy.
Duplicate copies: Retain for 4 years and then destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON

Publ i c.
(Approved 07/90)
SECURI TY LOGS AND REG STERS - | NDI VI DUAL GUARD POSTS (I'tem 16-13)
| ndi vi dual guard post |ogs of occurrences.
RETENTI ON
Record copy: Retain by agency for 3 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGGESTED PRI MARY CLASSI FI CATI ON
Private.
(Approved 07/90)
SECURI TY LOGS AND REG STERS - MASTER OFFI CE. (Item 16-14)

Central guard |logs which are conpiled fromindividual guard post
| ogs of occurrences.

RETENTI ON
Record copy: Retain by agency for 5 years and then
destroy.
Duplicate copies: Retain by agency for 3 years and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Pri vat e.

(Approved 07/90)
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SCHEDULE 16
SECURI TY SERVI CES RECORDS

VI SI TOR CONTROL FI LES (1tem 16- 15)
Regi sters or logs used to record nanes of outside contractors,
service personnel, visitors, and enpl oyees admtted to areas, and
reports of passengers in State autonobiles.

RETENTI ON
Record copy: Retain by agency for 2 years and then
destroy.
Duplicate copies: Retain by agency for 1 year and then
destroy.
SUGCESTED PRI MARY CLASSI FI CATI ON
Publ i c.
(Approved 07/90)
VI SI TOR CONTROL FI LES FOR AREAS OF MAXI MUM SECURI TY (I'tem 16-16)

Regi sters or logs used to record nanmes of visitors who are
admtted to areas of maxi num security.

RETENTI ON
Record copy: Retain by agency for 5 years and then
destroy.
Duplicate copies: Retain by agency for 3 years and then
destroy.

SUGGESTED PRI MARY CLASSI FI CATI ON
Privat e.

(Approved 07/90)
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